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foreword

Concern with certification of the media professional has 2 lorg
history. The present development of certification standards can be
tracad to the early 1530s when Charles F. Hoban, then Pennsylvania's
Director of Visual Education in the State Department of Public Instruc-
ticn, was instrumental in obtaining state legislation that required
students in teacher education programs to acquire some media competence.
Later, Californie enacted a similar requirement. The large scale intro-
duction of media and technology into education following World War II
greatly increased the concern with the quality of preparation and per-
formance of the educators involved. The educational utilization of
media and technology began to bc recognized as an area of special
expertise. In the view of many in education, the specialty in media
and technology holds the most hope for the future of American education.

Much <! the language in this latest contribution to the develop-
ment of car-.ifrcation practices reflects the turmoil in terminology
that has existec. for some time in this professional field. The "field"
has been forming in part from the coming together of school Tibrarian-
ship and audiovisuail specialtias into an emerging general educational
specialty. Etforts have been made over the last two decades to des-
cribe and define the field. The "joint standards" (Standards for
School Media Programs, published in 1969; the revision, Media Programs.
District and School, published in 1974) developed through the coopera-
tion of the "Tibrary" and “audiovisual" cemmunities demonstrate that
some agreement is possible. The most recent revision uses the terms
media professional and media specialist. These terms are not univer-
sal or consistently used in the states at the present time. Consider-
able variation is found in the state certification documents.

It is the hope of thz Asscciation for Educational Communications
and Technology that the move toward a common language will continue.
The user of this book is urged to help us with progress in that area.
Yhile efforts of many professionals in our field are reflected in this
dccument, a special debt ¢f gratitude is owed to Hilliam F. Grady and
Minaruth Galey for organizing this current work.

Howard Hitchens
Executive Director, AECT
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Introduction

The function of certification in educational media
is to ensure selection of persons who are fully
qualified to initiate, implement, and direct a

‘media program in the elementary and secondary
schools. The availability of media and technology
have attracted a iarge numher of people whose
media skills and experiences range from those .7
the talented amateur, to the skilled enthusizst,

to the professional employee in education.

s
“

tification is the means of reliably identifyin:

those persons who have the academic preparatio:r.
knowledge, and competencies to function as edu-
cational media specialists.

The AECT Certification Model was originally
published in the November 1974 issue of Audiovisual
Instruction and included the full report of the
National Certification Task Force. The Model
presented in this publication has been wefined
through the efforts of members of the original
task force and the current certification committee
cheirperson. This document is directed to the
needs cf the following five publics:

1.

—

E119

2.
3.

Educational media specialists;
Employers o7 educational media specialists;

Educators who teach educational media

specialists;

4.

Agencies that certify educational media

specialists;

5.

Accrediting associations that approve pro-

grams preparing educational media specialists.

The concerns of these publics vary.

First, educational media specialists must have a
clear view and understanding of their responsi-
bilities and areas of activity if they are to
achieve the purposes of the educational media
program. This document provides a strong foun-
dation for specifying the appropriate activities
and competencies for the educational media
specialists in (1) media management, (2) media
product development, and (3) instructional program
development.

Second, employers of educational media specialists
(superintendents, for examnle) may not be Tully -
prepared in the field of educational technology
and therefore look for quidance in identifying the
workers who are qualified as educational media
specialists. This document provides assistance
to this end. In addition, the model identifies

Q

ascriptions, assignments, and roles that are
stic.

-

Third, those who teach aspiring educational media
specialists need a clear statement of the competen-
cies required of the students. The achievement of
these competencies is the goal of the professional
preparation program. With competencies clearly
defined, the design of an appropriate set of
learning activities is more readily accomplished.
The AECT Model provides a firm basis for the
selection of learning activities designed to prepare
the professional educational media specialist.

Fourth, those responsible for certifying educa-
tional media specialists require a realistic
statement of the characteristics of the qualified
candidate. The ideal statement is appropriate
for use by state agencies whether the issuance of
a certificate is based on competencies, on program
approval, or on transcript analysis. The standards

"for state certification can be designed with

relative ease from the AECT model with stated com-
petencies in media management, media product
development, and instructional program development.

Fifth, accrediting associations utilizing
evaluation guidelines for approving programs
that prepare educational media specialists can
employ this model @s the pasis for their evalua-
tions. The model specifies competencies that should
be produced by programs that prepare educational
media specialists. The credentials of the faculty,
the iearning experiences of the students in the
programs, and the procedures for advising, as well
as the facilities and instructional resources,
are best examined and evaluated in reference to
what yraduates should b2 capable of doing as a
result of the orofessional preparation program.

This document was developed in response to
professional needs. It is provided in the hope
and expectation of serving those needs for ail
educators concerned with the effective utilization
of instructional resources.

This new publication is intended to increase the
availability of the Model. It is of special
interest here that the AECT Certification Model
published in 1974 has already been widely imple-
mented as evidenced by the results of the 1876
nationwide survey of certification. The results
of that survey arz reported in Chapter III.

Minaruth Galey, Chairperson
Certification Committee

-
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the model

The Certification Model lists mcre competencies
than any one media specialist can be expected to
achieve. Nevertheless, every professional media
specialist can be expected to acquire scme com-
petencies in all three areas of responsibility and
in each type of function, even though an individual
may have emphasized one particular area in his or
her preparation program or cn the job.

The form of the Certification Model presented
here is a summary of AECT's Certification Model
first published in the November 1974 issue of
Audiovisual Instruction. That very detailed model
was a result of the report developed by the Nat-
jonal Task Force on Certification.

-

In 1975, Bergeson and Grady conducted 2 survey
of reactions to the model and its implementation.
Results indicated that the model had bean widely
disseminated and several states were in the process
of revising their state certification programs.

However, results also indicated a need for a shorter

@ “ion of the model that would subsume some of
llJﬁ:dEtai‘ under mcre general categories. A 1976

survey conducted by Galey, chairperson of AECT's
Certification Committee, and open hearings held

at the AECT national convention in 1977 confirmed
the need for a presentation format that would make
the Certification Model easier to work with on a
day-to-day basis.

It was to this end that the model presented in
this chapter was developed. It is based on a field
test involving reactions from 80 persons across
the country {oersonnel in state departments of
education, faculty in colleges of education, and
practitioners in the field), the results of two
open hearings on certification, and the editorial
work of a panel of three writers.

As mentioned eariier, the Certification Model is
intended to serve several different publics. Since
the shorter versiun will not adequately meet the
needs of all those concerned with certification,
the full mode] is also included (Appendix, page 25).
The detailed task lists of the 1974 version are
particularly useful to those who are designing
programs of study to prepare educational media
specialists.

&)



NODEL FOR CERTLFICATION OF EDUCATIGNAL MEDIA SPECIALISTS

MEDTA MAVAGEENT COMPETENCIES

AREA OF RESPONSIBILITY

TTNSTRUCTONAL PROGRAY
JEVELOPMENT COMPETENCIES

HEDLA PRODLCT DEVELOPHENT COPPLTERCIES

(roanization Management Function

Set goals for the media program

Organize and reorganize organizational
structure to reet goals

Plan INC operaticn for coming. year

Coordinate facilities planning

Plan management prograr/projects

Intiate agency-funded projects

Formulate policy for procedure and
equipment changes for the media
program

Monitor and change operation of the
media program

Administer INC

fdminister/direct project

Administer media program

Design Tinancial structure

Prepare annual budget

Supervise cocperative purchasing

Purchase instructional materials

Persomnel Managerent Function

Staff projects

taff media progran

Conduct in-service training of new
staff on general office procewures

Set up in-service worksnops

[mprove comunications among personne
in the IMC

Supervise persomnel in the media
progran

Supervise various subunits

Supervise student workers

tate and evaluate personnel

Research-Theory Function

Conceptualize theoretical menagement
mode1s

Conduct management research project

inalyze management research data

Improve Standards of management
research projects

Perform feasibility studies on new
eouipment

Conduct surveys of media usage

Organization fanagenent Function

Persoane] Management Function

Research-Theory Function

Conceptualize theoretical production
mode!s

Conduct product research project

Analyze product rese rch data

incrose standards of product resesrch
projects '

Research learning strategies for media
products

Organization Management Function

Initiate acency-funded development project
Dlan development programs/projects

Personne] Management Function
Staff instructional development projects

Research-Theory Function

Conceptualize theoretical development
models

Conduct program development research
orojects

fnalyze program development research data

Improve standards of program research
projects

Research learning strategies for media
programs

<D



1

INSTRUCTIONAL PROGRAM

MEDTA MANAGEMENT COMPETENCIES

MEDIA PRODUCT DEVELOPMENT COMPETENCIES

DEVELOPMENT COMPETENCIES

Design Function
Plan equipment Systems

Production Function

Evaluation-Selection Function

fvaluate holdings of instructione]
materials

Manage selection procedures

orovide for evaluation of media
materials and procedures

Desian Function

Skilled in designing instructional
materials for courses

Skilled in designing prograned

instruction materials
lesign materials for 1n-servizs\\\

workshops
Write units for in-service wcrkshoBs
Develop instructional oackages for
individualized instructiun

Production Function

Coordinate photography on location

Coordinate producing visuals for
presentation

Prepare materials for TV

Produce/direct motion pictures and TV

Coordinate production of audiotapes

Coordinate production of slide
presentations

Coordinate production of sound film-
strip

Coordinate production of materials
for course

Coordinate mass production of course
meterials

Improve production stancards

Write comuter programs for CAI

Coordinate production of TV programs

Evaluation-Selection Function

Plan product evaluation
Fvaluate quality of production

Perform research on effectiveness of
media and programs

Conduct research on ffective medie
ytilization techiques

Desien Function

Coordinite design of in-service activities

Develop teachers' quide for instructional
materials

Coordinate desian of automated presen-
tations

[mprove instruction through systems
approach

Desiqn new facilities for programs

Design instructional spaces

Production Function

Evaluation-Selection Function

Plan and focus program project
evaluations

Develop evaluation models and techniques

Collect, process, analyze, and interpret
evaluation data

Lead in-previewing and selecting
instructions] materials

Lead in evaluating instructiona]
materials

Operate pilot projects for prototype
instructional materials




MEDTA MANAGEMENT COMPETENCIES

MEQLY PRODUCT DEVELOPKENT CuMPETERCIEY

TNSTRUCTIONAL PROGRAM
DEVELOPMENT COMPETENCIES

Support-Supply Function

Improve acquisition procedures for
instructional materials

Improve cataloging procedures

Catalog materials

fmprove distribution systems

Locate curriculum materials

UtiTization

Monitor individualized instruction/
solf-instructional media

Monitor instructional facilities

Help in instructional mater1a1s
utilization

Orient students to use of medwa
materials

Utilization-Dissemination function

Maintain professional status/keep up
in the field

Report to mamagement

Provide information on IMC

Explain special instructional projects
to visitors

orojects

Suppor-Supply Function

Utilization

tilization-Discenination Function

Maintain profese ul tetus/keep up
in the fielc

Report to marz..

Advise product :ienners on education
market

Teach product develnoment course

Support-Supply Function

Tization

ke o students and teachers identify
Tearning interests and select
objectives

Help students and teachers snlect
learning activities to meet
objectives

Help students and teachers prepare to
use Tearning activities

Help teachers follow up Student work on
learning activities

delp students and teachers to use
reading, listening, and viewing
experiences

Arrange media presentations for Targe
student groups

At as resource for individual/group
directed learning activities

Facilitate group learning process

Facilitate tutoring of individuzl
students with learning difficulties

Utilization-Dissemination Function

Maintain professional status/keep up
in the field
Report to management
Develop dissemination strategies for
“eacher preparation project
Consult on media use and design
Promote increased use of instructional
media
Inform teachers on media
Consult with teachers regarding
teaching behavior
Facilitate fullest use of program
resources
Assist content specialist in developing
mterials
Teach media courses A
Help teachers improve their teaching 1_.,
skills
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certification

OF AUDIOVISUAL, EDUCATICNAL MEDIA, AND LIBRARY PcERSONNEL
NATICNWIDE STATUS REPORT

This report is deveioped from a series of four
nationwide studies (1968, 1970, 1972, 1976) con-
cerning certification of educational communications
and technclogy personnel. It contains a summary
of the data presented in the first three studies
and introduces the findings from the 1976 nation-
wide survey.’®

Historical Background

Standards for the certification of audiovisual
perscnnel were established by the Association for
Educational Communications and Technology (then
DAVI,? hereinafter referred to as AECT) in a
documert entitled Guidelines for the Certification
of AV Personnel published in November 1969. The
Certification Committee of the PEMS Commission had
concentrated its major effort since the 1968 AECT
Convention in Houston, Texas toward developing
these guidelines. The document was presented to
the Delegate Assembly at the 1969 AECT Convention
in Portland, Oregon; further revised by William R.
Fulton; and accepted by the Executive Committee,
AECT Board of Directors, in November 1969.

The Certification Committee at the 1969 AECT
Convention in Portland decided, in order to pro-

vide a historical touchsione regarding certification

for audiovisual personnel, to conduct a nationwide
survey of certification programs fot audiovisual
personnel in existence in the various states at

the time the Guidelines for Certification of AV
Personnel was publisned. The survey was conducted
and then reported to the AECT Convention in Detroit
in April 1970.

At the 1971 AECT Conventicn in Philadelphia, the
Certification Committee decided to conduct another
nationwide survey on the same topic--certification
for audiovisual personnel in the United States.
The results were reported to the 1372 AECT Con-
vention in Minneapolis, Kinnesota, as the second
nationwide status report.

In each nationwide study, the investigation was
designed to identify and provide information con-
cerning Certification in those states:

1. That currently have a certification program

'Conducted by the AECT Certification Committee,
William F. Grady an¢ Minaruth Galey (Investigators).
Members of the Certification Committee were:
0. Bergeson, James W. Brown, Barbara Carson, John
Childs, W. Edwin Erickson, Charles B. Klasek, Bruce
MclLaren, Al Nicosia, V.
Walter Taranko, Marion W. Taylor, and Al Twiddy.

Q 2partment of Audiovisual Instruction.

E1010

Clarence

8. Rasmusen, Juanita Skelten,

in effect for AV personnel.

2. That do not currently have a certification
program in effect for AV personrel.

3. In which no plans are being made for the
certification program for AV personnel at this time.

4. In which plans are being made for certifica-
tion programs for AV personnel that will become
effective within the next one to three years.

For these studies, a single-page questionnaire
was developed and mailed with a self-addressed,
stamped envelope to each person }isted on AECT's
Roster of Chief State School Audiovisual Officers.
One hundred percent of the gquestionnaires were
marked and returned or the data was transmitted
via telephone.

The 1976 guestionnaire included not only the
terminology “audiovisual personnel” but also
“educational media" and "library personnel." This
change in terminology reflects the emergence of
professional preparation in the combined areas of
audiovisual and library science reported in 1972.
With this change, it was anticipated that the
investigators could collect the appropriate data.

The 1968 Study

A nationwide survey conducted by William F.
Grady in 1968 <howed seven states with a certifica-
tion program for audiovisual personnel. Those
states were Indiana, lowa, Minnesota, North Caro-
lina, Pennsylvania, Utah, and Wisconsin.

Tn 1968, there were 10 s*ates that indicated
they were working on a certification program for
audiovisual personnel and hoped to have it estab-
lished in one to three years. Those 10 states
were Arizona, Arkansas, Florida, Hawaii, Idaho,
Nebraska, Ohio, Oklahoma, Vermont, and Washington.

The 1970 Stud

By 1970, 14 states indicated they had certifica-
tion programs for audiovisual personnel. Those
states were Connecticut, Idaho, Indiana, Iowa,
Minnesota, Montana, New York, North Carolina,
North Dakota, Ohio, Oklahoma, Pennsylvinia, Utah,
and Wisconsin.

In 1970, there were 22 states that indicated
they were working on a certification program for
audiovisual personnel and hoped to have it estab-
lished in one to three years. Those states wer2
Arizona, Arkansas, Colorado, Delaware, District of
Columbia, Fiorida, Georgia, Hawaii, I1linois,
Kansas, Louisiana, Maryland, Michigar, New Hampshire,

o - -
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New Mexico, Oregon, Rhode Island, South Dakota,
Texas, Vermont, Washington, and West Virginia.

The 1972 Study

By 1972, there were 22 states indicating they had
certification programs for audiovisual personnel.
These states were Arkansas, Connecticut, Floridas.
Hawaii, ldaho, I11inoi¢, Indiana, Iowa, Massachu-
setts, Minnesota, New York, North Carolina, North
Dakota, Ohio, Oklahoma, Oregon, Pennsylvania,

South Dakota, Texas, Utahk, Wisconsin, and Wyoming.

Nineteen states indicated they were working on
certification and hcped to have a program in cne
to three years. Those states were Alabama, Arizona,
Colorado, District of Columbia, Georgia, Kentucky,
Louisiara, Maine, Maryland, Mississibpi, New Hamp-
shire, New Mexico, Rhode Island, South Carslina,
Tennessee, Vermont, Virginia, Washington, and West
Virginia.

There were 10 states that did not have certifica-
tion programs anc were not working toward adoption
of such at that time. Those states were Alaska,
California, Delaware, Kansas, Michigan, Missouri,
Montana, Nebraska, Nevada, and New Jersey.

Seven states indicated that professional prepara-
tion in the combined areas of audiovisual and
library science w2s either required or strongly
recommended. Those states were Florida, Il1linois,
North Carolina, North Dakota, Oregon, South Dakota,
and Texas.

The 1976 Study

Because of the emergence in 1972 of combined
preparation in print and nonprint areas and 2an
apparent change in the terminolcgy being used
for certificates, the investigators in 1976 decided
to include "educational media personnel™ and
“library personnel" as terms in the nationwide
_survey instrument. It was thought that from the
use of these terms, in addition to the term "audio-
visual personnel" used in the 1968, 1970, and 1972
studies, appropriate data could be collected from
which 2 more accurate report could be compiled.

In 19763 there were eight stutes indicating they
hed a total of eleven certificates for AV personnel.
These certificates did not include provisional
or temporary certificates. These States were
i1iinois, Indiana, Minnesota, North Dakota, Okla-
homa, Vermont, Wisconsin, and Wyoming.

There were 24 states that provided 39 certificates
for educational or instructional media personnel,
not including temporary or provisional certificates.
These states were Alabama, Arkansas, Colorado,
Florida, Hawaii, Idaho, I11inois, Indiana, Iowa,
Kentucky, Maryland, Massachusetts. Minnesota,
Missouri, Nebraska, New Hampshire, New Jersey,

North Carolina, North Dakota, Ohio, Oregon, Penn-
sylvania, Utah, and Vermont.

Two states, Missouri and Texas, used the title
"lezrning resources personnel” on their certificates.

There were 34 states that provided a total of 54
certificates for school librarians, not inciuding
temporary or provisional certificates. These
states were Alabama, Alaska, Arizona, Arkansas,
California, Connecticut, District of Columbia,
Hawaii, Idaho, I1linois, Indiana, Iowa, Kansas,
Louisiana, Maine, Maryland, Massachusetts, Michigan,
Minnesota, Missouri, Mcntana, New Mexico, North
Dakota, Oklahoma, Pennsylvania, Rhode Island,
South Carolina, South Dakota, Tennessee, Vermont,
Virginia, West Virginia, Wisconsin, and Wyoming.
The titles of some certificates indicated a com-
bined preparation. Maryland and North Dakota pro-
vided four certificates for Av-library personnel.
Massachusetts provided one certificate for AV-
media personnel.

Nine states provided eighteen certificates for
personnel in media/library or library/media or
1ibrary/learning resources. Those states were
Delaware, Georgia, lowa, Kentucky, Mississippi,
Nevada, New York, Washington, and Wisconsin.

3The authors express their appreciation to G.
3ardner Snow of Brigham Young University for his
assistance in obtaining information from all 50
states.

TABLE 1

CURRENT AND PROJECTED STATUS OF CERTIFICATION OF PERSONNEL
IN EDUCATIONAL COMMUNICATION AND TECHNOLOGY IN THE SEVERAL STATES

Plans Are Being Made

Certification Programs To Reguire Certification Revision
States Effective Now in 1-3 Years in Process
Aiabama Media, Library yes
Alaska Library
Arizona Litrary
Arkansas Media, Library
California Library
Colorado Media
Connecticut Library
Delaware Library/Media

12




PLANS ARE BEING MADE

CERTIFICATION PROGRAMS 10 REQUIRE CERTTIFICATION  REVISION
STATES EFFECTIVE NOW IN 1-3 YEARS IN PROCESS
District of
Columbia Library for Media
Florida Media
Georgia tibrary/Media
Hawaii Media, Library
Idaho Media, Library
IT1inois Audiovisual, Media,
Library
Indiana Audiovisual, School
Media, Library
Towa Media, Library, Library/
Learning Resources ’
Kansas Library for Media ves
Kentucky Media, Library, o
Media/Library
Louisiana Materials, Library
Meine Library for Media/Library
Maryland Media, Library -
Massachusetts AV/Media, Library yes
Michigan Library
Minnesota Audiovisual, Media,
Library
Mississippi School Media
Missouri Media, Library,
Learning Resources
Montana Licrary for Media o
Nebraska Media o
Nevada Library/Media
New Hampshire Media
New Jersey Media
New Mexico Library -
New York School Media
North Carolina Media
North Dakota Audiovisual, Library,
Media, Library/AV
" Chio Media
Oklahoma Library, Media yes o
QOregon Media
Pennsylivania Media, Library

13



PLANS ARE BEING MADE

CERTIFICATION PROGRAMS TO REQUIRE CERTIFICATION REVISION
STATES EFFECTIVE NOW IN 1-3 YEARS IN PROCESS
Rhode Island’ Library
South Carolina Library for Media
South Dakota Library for Media
Tennesség- Library
Texas Learning Resources
Utah Media
Vermont Audiovisual, Media,

Library

Virg;;;; Library for Media
Washington Library/Media yes
West Virginia Library for Media/Library
Wisconsin Audiovisual, Library yes
Wyoming Audiovisual, Library

‘Rhode Island had nc plans to require certification in Media.

Note: Since no states reported "No Certification Program Effective Now" in the 1976
survey. that cclum~ heading--which appeared in similar tables in previous Certification
reports--is not " 'cluded in this table.

A comparison of the titles of the certificates with the preparation requirements
revealed a wide variation. For example, it is possible to obtair a Library/Media
certificate with preparation only in librarianship. Table 2 summarizes the data
on the preparation requirements and the titles of the certificates.

SUMMARY OF PREPARATION REQUIREMENTS FOR CERTIFICATES

TABLE 2
- NO. OF NO. OF . OF
NO. OF CERTIFICATES CERTIFICATES CERTIFICATES

TITLE OF TCTAL NO. CF CERTIFICATES W/LIBR & W/NO W/NQ SPECIFIED
CERTIFICATE CERTIFICATES W/NO LIBR REQ ~ MED REQ MEDIA REQ REQUIREMENT
Audiovisual
Personnel 11 6 3 0] 2
Library
Personnel 54 G 8 32 14
Ed. »edia
Personnel 39 9 20 0 10
Learning -~
Resources
Personnel 2 0] 1 0 1
AV Library
Personnel 4 0 1 0] 3
AV Media
Personnel 1 0 i 0] 0
Media/Library
Personnel 17 o] i2 2 3

Toteis 128 15 4z 34 33

Qo Table 3 (page 16 ) presents the characteristics of the currently existing statg
: cartification programs for educational communications and technology personnel.

14
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Findings, Summary, and Conclusions

In every state there is certitication for personnel
who work in sume aspect of educational communication
and technology. These certificates may be entitled
"audiovisual,” “educational media," "library,"
*learning resources," or some ccmbination of these
terms.

Of the 39 svailabie library certificates that
specify requirements, 32 (82%) have no media reguire-
ments. Seven (18%) have media design and production
requiremerts. Of the 29 available certificates for
educationc] media personnel that specify reguirements,
nine (31%) have no library requirements. Twenty (69%)
nave both library and media requirements. Of the 17
certificates witn combination titles that specify
requirements, 14 (82%) have some preparation in both
1ibrary and media. Certificates for personnel with
the title "learning resources' have requirements in
both 1ibrary and media.

Of the 24 educational media certificates that
require teaching experience as a prereguisite four
the issuance of an educaticnal media certificate,
nine (38%) require less than one year of teaching
experience, and student teaching is usuaily the
e:perience designated. The remaining 62% require one
year or more with one certificate requiring one
year, four requiring two years, nine requiring
three years, and one requiring five years.

Jf the 29 library certificates that require
teaching experierze as a prerequisite for the
issuance of a librarian certificate, 22 {76%)
reauire less than one year of experience and
student teaching is usually the experience desig-
nated. The remain‘ng 24% require one year or more
with four certificates requiring three years, one
requiring four years, and two reauiring five years.
Those that require more than one year of experience
are usually supervisory, advanced, professionai,
or director types of certificates.

Several conclusions can be drawn from the 197€
survey:

1. Certificaticn continues to be an issue c¢f
concern in a majority of the states.

2. Certificates for educational media specialists
typically identity workers with competencies in
the three areas of media management, media product
development, and instructional program development.

3. While certificates with combination tities
reflect prufessional preparztion in botn library
and educational media, at this time the preparation
in library is considerably more extensive than
preparaticn in educational media.

4. C(Certificates for librarians typically identify
workers as specizlists with competencies in media
management inasmuch as 82% of the certificates
require no media product or program development
competencies.

5. It appears thac educational media specialists
and librarians are different kinds of workers.
tibrarians have specialized competencies concen-
trated in media management, in terms of the AECT
Certification Model, and educaticnal media persorinel
are in media product development, instructional
[]{jk:n development., and media management.
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6. An analysis of the professional preparation
requirements listed in the educatinnal media
certification documents that specify Tibrary science
competencies reveals that the majority of those
competencies are in the areas of selection, utili-
zation, evaluation, classification, and cataloging
of learning rescurces at the minimal entry level.

7. An analysis of the professional preparation
requirements listed in those seven library certi-
fizatijon documents that specify educational media
competencies reveals that the competencies are in
the areas of medja design, production, and utiii-
zation at the minimal entry level.

8. Based on the years of teaching experience
required for an educational media certificate
(62°. require one or more years in the classroom),
it apnears that the role of the educational media
specialist continues to be directiy related to
‘nstructional support and classrcom instructional
activities.



TABLE 3

CHARACTERISTICS OF STATE CERTIFICATION PROGRAMS FOR
EDUCATIONAL COMMUNICATIONS AND TECKNOLOGY PERSONNEL

NUNBER OF NIMBER OF NUMBER OF
HOURS IN HOURS IN HOURS IN
CERTIFICATE EXPERIENCE ECUCATIONAL LIBRARY RELATED
STATE NAME OF CERTIFICATE DEGREE REQUIRED (YEARS) MEDIA SCIENCE AREAS
Alabama (lass 8 Elementary-Secondary
Professional Certificate ;
coucational edie____ . Bg teacter L] tojor, Bsh Ll ...
Library Science EBacc. (teacher .MaJOF, 2 sh
] i
Aaske Type A, Regular Certificate ; ‘Institutisna?
School [ibrarian Bacc teacher recomnendation
Type C, Special Services
;Cert ificate, Library Bacc
Wizna  School Librarian (-12) LEN |
. !(Library encorsenent) tezcher 18 sh
a _
wianes e ecialist (K12 B e ... PR AL LD WS
Librartan (¢-12) Bace teacher student teaching 18 sh
California %Library Services Credentié1 4 sh supervised '
§School Librarian Bacc. teacher field experience 24 sh
ﬁ ) | :
folorado jEducational Media Specialist gMasters or teacher B yrs teaching combined {
I higher and/or schoo!
| media experience ;
] |
Connecticut !Special Subject or rield Library ;
Endorsement Bace. teacher 13 sh 17sh |
Delaware  iLibrary/Media Specialist teacher {or 15 sh Teacher Education
IStandard Certificate Bacc. in Education) program in LS or
‘ Masters in School
Librarianship or
2+ shand 6 sh
practicum or 1 yr
experience + 6 sh 1 }
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NOBER OF | NOMBEK OF | NUMBEROF
HOURS I LRSIV ] HOURS IN
CERTIFICATE EXPERTENCE EDUCATIONAL LIBRARY RELATED
STATE NAME OF CERTIFICATE DEGRE: REQUIRED (YEARS) MEDIA SCIENCE | AREAS
District of |School Librarian
(OWIDIZ 1 So1ior e L acter ______ |oractie tehing L
ALy T B e teacher ... practice teaching ____.o.... LN
W0Y e o teacher ... practice teaching ... S S
Yocational MLS teacher practice teaching Masters ___,J‘
IFloride  [Fducational Media Specialist (K-12) Bace | 2 sh conbined
i
Gergia {Associate Lidvary Yedfa Spectalist Bacc. | LA N— U X S A
| T.5 Carger Library Media Speciaiist Masters teacher 25 gh combined 10 gh
|
i !
 Hawaii School Library Specialist
Basic Specialist . |Bacc student teaching |
................................................ | UL G o osh s L
Professional Specialist Bacc. + 30 sh student teaching| 9 sh 21 zh 2 sh
Lor 1yr ]
Media Specialist |
Bagic Specialist Bace student teaching | 21 sh 9 sh 18 sh
................................................................... I Lo NS PP N
Professional Specialist sacc. + 30 sh | student teachingi 21 sh 9 sh 24 sh
or 1y |
i |chtion teti Soerlist e Lmeer L e S
Scaoo) Librarian Bacc. teacher | 15 sh
| Minods  {Instructions) Media Specialist __8ece. .| teacher ... studen teacring 1250 (M) {BS e
Schoo] Librarian . oeeent BacC. ...l teacher .1 §F¥@??P.F?§Ehi@91 .................. L S
|3!919Yj§!§1.§992919§§9f ............. BacC. _......4- teacher ... §P9999P-§9§9UjUSJ.I@.§U.£5Y)Q:; ....................................
Media Specialist Bacc. teacher or stan- | i
dard secial w/ | § ‘
.................................................... nedi endorsenent student teaching . SN COROIOEE e
School Library Specialist Bacc. teacher or stan-
dard special w/
schoo] Tibrarian
.................................................... erdorsenent__| student teaching) S tenneeg
(continued next page)
| D:
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TABLE 3 {Continued)

T "“""'\'""“""'"""" NNBER OF | MUNBER OF } NJMBER OF
! HOURS IN HOURS IN | HOURS IN
- CERTIFICATE EXPERIENCE EDUCATIONAL LIBRARY 5 RELATED
STATE wwg OF CERTIFICATE DEEREE EQURED | (VEARS) EDIA SIEME | MEKS
Minots * Audiovisua) Speciaiist Bace. ‘teacher or stan-
(Cont'd) dard AV special |
endorsement | I ‘r |
----------------------------------- e T e L T L LA L L R L R L P R L Al Rkl bkl e e L L L R DL L R L ------wn-.--]\
Media Supervisor or D1rector Bacc supervisory or 1 ?
. standard special i
W/media or gen- i |
‘ eral endorsement ; | 32 sh combined | |
i ! |
N . ! i
Indiana " Schoo) Media Services | ;
L | B e o loshcontined
Professiona] basic ‘ & 6 sh
Rudiovisual Services ) =
) (S | SR A 26 shconbined
Orofass iona] hasic f ; ‘[6 0 sh, 65 sh |
" instructional Supervision | :
School Media Services
e Bace, ... teacher 4 advenced conbined 1 B9Gsh
Professiona] hasic 3 yrs
Library Services ! i
BaSIC et Ba0C. e SRS SR | B e
Professiona] hasic I 6 U5 sh
| | 6.6 sh (&)
e Sowl bt @999_..-___-_.'.tgésb@r__-___-.--;.éﬁyéenz_eﬁeshzﬁg .................................................
Director, Library Services | asters ___tewcher L e s bsh ..
! Library/Learning Resources '
Specialist e Y TR AR AR IS S
E?E‘E@?]9991-“.199195?991?].15’5 ........ Masters  :teacher J ................... LN N S
Teacher-Librarian f | 20 sh
nsas Secondary School Librarian
fever then 500 . teacher | 5sheonbined L
nore than 500 teacher 24 sh combined
Elamentary Schoo] Librarian teacher 15 sh conbined
. i




61

CTABLE 3 (Con_tinued)

NUMBER (OF NUMBER OF NUMBER OF
; HOURS IN HOURS N HOURS IN
CERTIFICATE ' EXPERIENCE EDUCATIONAL “LIBRARY RELATED
STATE NAKE OF CERTIFICATE DEGREE REQUIRED  ;  (YEARS) MEDIA SCTENCE AREAS
Schoo? Media Librarian L ~
e e N 10 sh comvied | KA
| School Hedia Specialst |
LS e Mosters ___rovisional L. I 19:21 sh conbined . Glosh .
Media Sipervisor B06sh  |stendedd SN 3yrs 60 sh conbined SN |
| {with Hasters) | ;
! !
+ ‘ !
Lovisiara | Setoo] Aibrary Serviee L o] S B
Supervisor o School Libraries I Masters  Tyed Sy | L B sh 2 |
 Supervisr of Parish or City Advancad |
' Materials and/or Media Centers degree Tye A b yrs 126 sh
! . . !
aine School Librarian i
. Provisiona] Bacc. in
| | school Tibrary
| 4Qp teachers
............................... jertificate | e e LS
Professions] - Bacc\_\+ 30 sh 4 yrs
Naryland £d Media (AV/Library) : :
(competency|  Associate evel 1. | BC. e praetiom i
%) | Goneralist Leel I Masters or |
36 sh  practicun |
£d Media Specialist in Level 1T |Masters or | :
.................................... LT AROTOTONA .11 NN ASUUORURGTON SUOPRMRS SSPRORIY
Ed edia (AV/Library) Mesters in |
Administrator Level 11 Ed Media +  (Generalist 3 yrs media :
O 11 2.2 LA level 11 L enerience L e e f
Librarian supervised ob- |
Elementar: Bacc. 18 sh |teacher servation in |
school Tibrary on . |
___________________________ STL—— oo Stutent tepcingl L LN
Secondary Bacc. + 18 sh [teacher supervised ob-
servation in
school Tibrary o )
Secondary-tlementary Bacc. + 24 sh [sec school ,
SO tbrarian L B
Elementary-Secondary Bacc. + 24 sh [elem schoo]
' ' Tibrarian 6 sh

(continued next page)







TABLE 3 (Continued)

I NUNBER OF NIBER OF | NUMBER OF
| HOURS i HOURS IN HOURS TN
: CERTIFICATE EXPERIENCE | EDUCATIONAL LIBRARY RELATED
‘ LSTATE NAME OF CERTIFICATE DEGREE REQUIRED - (YEARS) l MEDIA SCIENCE AREAS
i Maryland | Supervisor of Schoo) Libraries 1ML elenor sec | 3yrs school '
(Cont'¢) | | schoo] Tibrariant Yibrary : |
| | [ I
hessachu- 6?.%9@19.59991@115@ _______________ LTIl B NS leeeee
LS ! Seoo) Librarian i - Bacc. + 8sh§ | | 12 sh
; I | {
Michigan | School Librarian Bacc. + 20 sh teacher I
‘ ! o
| Hinnesota 91r%@r&f.@(‘!.ﬁ@e:e§190._.______1_5999; ......... e k-0l DU L B
|  oureinator of APV Edvation L. R e I A [——
A A [ Lo SR L N
s Bl L L R S
| : ' Wedia Supervisor iMasters media general 1stf 3 yrs media conbined
’ \ | ‘
: M1SS1551DD1 Schoo] Media Spema ist Librarian ‘ :
Y| Y T— ocwrete  \Cass @4 Lo T—
} (lass AA | Masters + E 3 yrs media 1 !
! ................................ JRosh ] Class M ... L-§9?EI?1!§§-.‘I?L; ............. condined ... LS
Tass M | asters Class A 1 | combined !
------------------------------------------------ r-------.-t---«u--- ------------------------—-------------------------4---1-----—--’----
L S VA T ................. S 3 sh combined .. R
(lass A Permit Bace. } T 12 sh combined
. | j —
| Missouri | Learning Resources Divector Masters elem or sec tea- ] 2 yrs s media/ |
; cher, instruc- 1 Tibrarian ?
! tional media
| technologist i
VST S— school Tibrarten | L e | eeeeennen
Instructiona] Media Tesmologist | Bacc. elenor se¢ | 18 UG or G sh 1
T UM . L O — T R S—
School Librarian Bacc. glemor se¢ | | 186 or UG sh
teacher
fontang School Librarian
Nebraska | Educational Media Specialist
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TASLE 3 (Continued)

NUMBER OF NUMBER OF NUMBER OF
HOURS IN HOURS IN HOURS [N

. l CERTIFICATE EXPERIENCE EDUCATIONAL LIBRARY RELATED

STATE WHE OF CERTIFICATE DEALE REQUIRED (YEARS) MEDIA SCIENCE 1REAS
,

wate | Teacer Libary i Specilise_Bace, bt ashomined L

Y| Library Media Specialist Bcc. o | |
: |teacher Tibra-; ; ;

- Iry/media + 8sh| Conbingd
T— AL O AU A — [— ,
 Professional Library Media { Tibrary media : :
| Specialist [Masters specialist conbined |
| I |

Vew et Generallst TR I I 1 N N !

RIS |y ucotion] Mssaciate | L2JRIS e | A I |
iMedia Suparvisor ‘Masters | '3 g media | comined :

. | ! R
l : ! :

New Jersey iAssociate Edusationai Media i | f
Specialist e B teacher e o B sh conbined e
!Educational Media Specialist IHasters teacher |1 yr teaching 3 30 G sh combined

N ; ! or media
| e N

New exico | Elgnentary Librarian SR elenteacher | B
RN O S— sectacter | B
| A1N-Tevel Librarian | plen/sec teacher | | 24 sh
\ + . —

New York §Schoo] Media Specialist (1ibrary) i
R N S action L snebind 1 128
demet R pration L. B | st
| Schoo] Mediz Specialist | . :
. (£d Communications) | ! | |
provisiondl LS PR OO | practicun e % .sheombined ]S
Permanent ¢, 430 sh practicum 36 sh combined 12 sh
! " - |

|

[orth - edia Coordinator ol TR NS RPN S conbined--competencybesed | ... |

Caroline Media Specialist Sixth Year combined--competency-based

Nwm. iuwNymu Bace. teacher ¢lassroom teach-

O OO DUV SUURUOOT .. K111 W LTI S
Audiovisual only Bace teacher ¢lassroom teach-
1ﬂ9rec0mended125hc0ﬂbned ........................
(continued next page) |




TABLE 3 {Continued

)

f WHER OF | MIBER OF | UKBER OF 1
CHORSIN RS DN RSN
CERTIFICATE EXPERIENCE EDUCATIONAL * L IBRARY | RELATED |
| STATE [NA.M.E 0% CERTIFICATE  DEGREE REQUIRED (YEARS) MEDIA - SCIENCE AREAS ‘
forth Library/Audiovisual Combination  Bace. teacher lclassroom teach- 10 sh i16 sh |
Dakota ‘ ing recommended |
‘ nt'd T T
lcont'd Media Director Masters teacher, library/ classroom teach- 12 sh
AV combination  {ing recommended
Ohio Educational Media Bace. teacher Estudent teaching
S S e pctian 0 shcomdined e
“Fducational Media ;
Elementary School only acc. elem teacher 20 sh combined
, \ ' B o |
Olahome  + Professionai Schoo] Librerian  Masters  lteacher | Byeers Lo
| Librarian {public school) | |
| Standard Certificate 1 | }
Provisional s Bacc, ....tescher  BYES ] Bt o BOSh
ey ] [ [ R s
“hudio Visual Specialist ; ? !
N : . !
. Suerd .. e, e | Bhdamie
OISO e B, e L SRS ORI
Temsorar Bacc tearher % 8 6 sh combined
Orepn sic Bucations] Yedfe | Bee, SO D A S O S
; Standard Educational Medis Masters or
! Bace. + 45 n asic 2 yrs teaching |
o | |
Pennsyl- | Library Science (k-12) ' Bacc. teacher aracticum in 1ib-’
AL PO S R -0 .31 L1 OO SRRSO OVOU WO
) Elementary Lidrary Science (K-8) |Bacc practicum with 1
..................................................................... LN U S
instructional Media Specialist Bacc. + perm teacher 2 yre teaching ’
I
|
Rhode Library Scier.e
Is1and . . . \
Provisiona] Bacc. practice teaching. 18 sh 18 sh
(2% yrs in class- ‘
.................................................................... 12 SR ISSURRUNRUNS IO AN
Professional Bacc. + 36 sh 3 yrs library 24 G sh 1965
or Masters f
LY




TABLE 3 (Continued)

NUMBER OF NUMBER QOF NUMBER OF
HOURS IN HOURS IN HOURS IN
CERTIFICATE EXPERIENCE EDUCATIONAL - LIBRARY RELATED
NAME OF CERTIFICATE DEGREE REQUIRED (YEARS) MEDIA SCIENCE AREAS
Teaching Librarian .| Bace, L. .)(Nat'] Tchrs Examj . __M8sho_ . 18sh___
School Librarian Bacc. (Nat'1 Tchrs Exam 24 sh 18 sh
School Librarian Bacc. teacher major
Schoo! Librarian Bacc. teacher 27 gh
Learning Resources Specialist f
Professional ___________________L Bacz. .. teacher ________. 3_yrs teaching | _____ 9 U6 sh, 27 G sh combined . ___________
Endorsement Bacc. teacher practicum 21 sh combined ;
Instructional Media | %
Basic Professional .| Bacc. ... teacher | e I |
Professional Masters or teacher B yrs as educatori.
55 gh incl 1 yr media
: :
Media Generalist Masters or teacher B yrs required, competencies i
____________________________________ Sthyear | .. teachingpreferred |
Library Specialist teacher competencies + :
U VUSSRV NS HUOS ST .11 S emminen
Audiovisual Specialist teacher competencies + | )
________________________________________________________________________________________ L IO
Media Paraprofessional State Board Policy pp. 93-94
1
Library Science ‘practicum 18 sh !
Library Media Specialist teacher consortium-based
School Librarian student teaching 21 sk
Audio-Visual Director | Sace. ... teacher ...l 3 yrs_ teaching |12sh . Lo 3sh
AV_Building Coordinator | Bace. ... teacher | ...l Ssh . R N
Librarien e Jeacher .1 student teaching| 22 sh combined . _....._]
School Library Supervisor Masters + 5 yrs library
: 3 courses
(5 ()
) Ao
O

ERIC
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o Note: Terninology on the chart is taken directly frem certification documents published by the states and, as is evident, vari
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TABLF 2 (Continued)

| NUYBER OF { NWBER G | NUSBER OF
| QRS TN | HOURS TN H0URS TN
_ | .o TIFICATE EXPERIENCE EOUCATIONAL | LIBRARY RELATED
STATE %NAME OF CERTIFICATE DEGREE L " MRD (YEARS) MEDIA | SCIENCE AREAS
Nyoming ﬁAudiovisual ; i 1
| © Initia] - Bace, 1 yr teaching
R S S dsie R —
- Standard | teacher + ‘ | |
S, [ nitial eeeaeeeneeennahe LT FE——
ofessionl R0 TSRO USROS ——
ibrary | ; | 3
B .S S— T SOURALE. SO —
% Standard | Clteacher + | 6 sh
R e dmitiel TSRO R jemeemannmeaceans I
{ Profession:] tasters with | |
| 50% Tibrary i
science [

es from state to state.

The following abbreviations are used in Table 3: sh - semester hour; h - Quarter hour; Bacc. - baccalaureate, hachelors degres,
AV - audiovisuals 6 - graduate; UG - undergraduate.




APPENDIX

GUIDELINES
FOR THE CERTIFICATION

OF PERSONNEL
IN EDUCATIONAL

COMMUNICATIONS
AND TECHNOLOGY

This appendix presents the background and rationale
underlying the certification model presented in
chapter 2. The Competency and Task List, from which
the current model is derived, is also included.

These materials were originally published in the
November 1974 issue of Audiovisual Instruction,

which is now out of print. The information reprinted
here is useful for a full understanding of the origin
and structure of the certification model.

The Competency and Task List was adapted from the

Final Report: Jobs in Instructional Media Study by
Hyer, et ai. The 1list 1s not 1atended_to be all in-
clusive. Rather, it is representative of the com-
petencies and tasks associated with the nine functions
identified in the Silber Domain of Instructional Tech--
nology Model, as shown in Figure 1 of the articles by
William C. Prigge (page 29).

The Worker Instruction Level for each task is in-
dicated by the number preceding the task statement.
For the "specialist,” levels 5 — 8 are shown. For
“technicians," levels 3—5 are listed. In some in-
stdnces, tasks have not been assigned a level because
the specialist or technician may not be responsible

{ for actually performing the activity, but must be

familiar with it.



ACCREDITATION AND CERTIFICATION: A REPORT

WILLIAM F. GRADY
CLARENCE O. BERGESON

Sincc AECT's inception as an orga-
nization, its members have ex-
pressed concern about the preparation
of new personnel in the field of educa-
tional communications and tech-
nology. This concern led to questions
about preparation programs and it fo-
cused on the need to identify qualified

" personnel once they started operating

in schools.

The intensity of this concern
prompted AECT President Robert
Heinich (in December 1971) to ap-
point two task forces: one to work on
problems pertaining to certification of
cducational communications and. tech-
nology personnel, and the other to de-
velop recommendations regarding
problems in the accreditation of educa-
tionai communicaticns and technology
preparation programs. Those named
to work on these two task forces were
as follows:

Certification Task Force

James Brown
William Grady (Chairman)
Roland Mergener

Accreditation Task Force -

Clarence Bergeson (Chairman)

Gerald LaMarsh :

William Prigge
In the execution of their assignments,
the two task forces conducted an in-
tensive three-year research and study
effort. Wnile the two task forces
worked together on problem areas of
mutual concern, each pursued its own
separate and discrete assignmer..

Review of Literature

A review of all available literature
and research findings related to the
certification of personnel and the ac-
creditation of programs was made.
This literature included AECT’s
Guidelines for the Certification of AV
Personnel; USOE's Jobs in Instruc-
tinnal Media Study; USOE’s Curricu-
ium Guidelines for Library Technical
Assistants; the Media Guidelines
Project: AECT's Guideitnes for Cert:-

26 37

fication of Media Specialists; and
ALA’s School Library -Manpower
Project, including the Behatioral Re-
quirements Activity Checklist (RRAC)
publication. Works and publications of
the former Professional Education of
Media Specialists (PEMS) Commis-
sion and the current Committee on
Definition and Terminology were
used. Also reviewed were applicable
writings of Hoban, Finn, Heinich,
Hyer, and Silber.

Working Sessions

During the three-year study, the
two task forces held 15 working and
open hearing sessions involving more
than 700 educators from public and
private schools (K-12 and university)
as well as industry. government, and
co~merce. Ten specific working ses-
sions were held to plan, to synthesize
collected data, to review draits and
vorking papers, and to rewrite. These
working sessions were held in May
1972 ‘at the National Convention in
Minneapolis, Minnesota; in October
1972 in San Jose, California; in Janu-
ary 1973 at the North€ast Regional
Leadership Conference in Newport,
Rhode Island; in March 1973 in
Washington, D.C.; in April 1973 at
the National Convention in Las
Vegas, Nevada; in October 1973 in
Kerhonkson, New York; in November
1973 in Washington D.C_; in January
1974 in Washington D.C.; in March
1974 at the Nauonal Convention in
Atlantic City, New Jersey; and in Au-
gust 1974 in Washington D.C.

Open Hearings

Five special open hearing sessions
designed specifically 1o solicit reactions
and feedback from both selected indi-
viduzls and AECT’s membership at
large were conducted. One of these ses-
stons was held in San Jose in October
1972, and was attended by 20 persons
selected because of their recognized ex-
pertise in educational media. The at-



/
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tendees were representatives of educa-
tional settings ranging from pubHlc
schools (K-12) to colleges and univer-
sities, along with representatives from
industry, commerce, and government
on'the west coast. .

A second special session, conducted
on the east coast i March 1974, wes
attended by 40 persons. The selection
of these individuals was based on their

recognized expertise in the field, the

educational setting in which they were
currently employed,
graphic location of their place of em-

! ployment. Special effort was made to

obtain a group broadly representing
the total membership of AECT. Three
weeks before the meeting those to at-
tend received working drafts of the
guideline documents for their critical
review and analysis. They then met in

an all-dav Saturdav seminar in Atlan-

tic City.

Three sessions to solicit
and reactions from th® membership at
large were conducted. The first was
held at the Northeast Regional lead-
ership Confercnce in January 1973 in
Newport. Rhode Island. with 80 per-
.sons In attendance. The sedond was
held at the National Convention in
April 1973 in Las Vegas, with 240
persons in attendance. The third and
‘firal meeting was held at the National
Cowention ir: March 1974 in Atlantic
Caty, with 320 persons in attendance.

.

“Written Responses
Additional feedback and: reactions

were forthconring as o result of action ”

‘taken by the Board of Dircctors at the
Convention in Las Vegas. An interim
report was made. and it was accepted
by the Board with the directive to con-
tinue the task forces for another vear.
This report was subsequently pub-
lished in the Mav 1973 issue of 4 VL
and written responses were received by

the respective chairmen of the two_

Task Forces.

ERIC
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and the geo-.

feedback-

Continuing Concerns

Three documents were developed by
the two task forces as a result of these
deliberations. Joint deliberations re-
sulied in the development of a usabie
frame of reference. (See page 28 ) This
framework provided a base for each of
the task forces as thev formed guide-
lines for the certificwion_of personnel
by state departments of education (see
page 35).

The task forces did not determine
that the aeceptance of these guidelines
would satisfy all of AECT's concerns
in the areas of certification and accred-
itation. Rather. it was {elt that ongoing
study and effort was needed.

The Certification Task Force saw a
need to monitor the effect guidcelines
would have on the field and the impact
future chanzes in the field might have
on Certification Guidelines. Several
iareas of certification had to be left un-
resolved. Among these were the certifi-
caton of personnel from two-vear col-
lege programs. . the certification of
aides, and the question of whether or
not there is a role'for technicians in the
instructional program development
area. Finally. but certainly of major
importance. the Certification Task
Force voiced a need for future efforts at
implementing these guidelines at the
state department of education level
throughout the country,

The Accreditation Task Force also
felt a concern about the impact Accred-
itation Guidelines: might have in the
field. and therefore saw 2 need to
monitor the use and the usefulness of
such guidelines. One area of accredita-
tion requires further study. Two-vear
progrims are developing in many
community colleges and other higher
cducational institutiors. The possi-
bility for accreditation of such pro:
grams nceds investigation. and appro-
priate recommendations aboui such
programs ought to be developed. Fi-
nallv. the application of guidelines to
advanced higher education programs,

v

s
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and the use of a frame of reference such
as thar presented here highlight the
possibilities of a guide to curricular de-
velopment in the field of educational
communications and technologv. Fu-
ture development of such a guide was
recornmended and approved by the
Board of Directors.

The products of the two task forces
are prescnted in the following sections.
The frame of reference i1s explained in
detail. Guidelines for Certification are
then presented. followed by Accredita-
tion Guidelines for Advanced Pro-
grams in Fducational Communica-
tions and Technology. Finally, a list of
competencies and tasks appropriate to
the areas and levels of responsibility in
this field are provided.

" William F. Grady 1s charrman. Diwoi-

swon of Educational Communications,
College of Education. Temple Unicer-
sy, Philadelphia, Penna. Clarence
O. Bergeson is professor of Educa-
tional Communications, State Univer-
sity of New York at Albany.
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ACCREDITATION AND CERTIFICATI

ON: A FRAME OF REFERENCE

1

WiILLIAM C. PRIGGE

hat 1s the field of educa'ional

. communicativiis  and  tech-
nology ? What do workers in the field
do? What tasks are performed? How
should workers for the ficld be pre-
pared? Should these workers be certi-
fied? How? How does one judge the
adequacy of ‘the preparation pro-
grams? These and similar questions

" have been the topic of discussion for

the last 20 years by members of
AECT.

In Deccember 1971, then AECT
President Robert Heinich appointed
two task forces—a Task Force on Cler-
tification and a Task Force on Accred-
itation. These task forces were charged
to develop basic guidelines for the cer-
tification of educational communica-
tions and technologyv personnel. and to
develop guidclines for the acereditation
of programs for the preparation of
such personnel.

It became immediately apparent to
the members of the task forces that be-
fore they could develop such guidelines
a basic frame of reference. or rationale.

had to be established. What [ellows is

_the fraume of reference developed by the

two task forces.

What 1s the field of educational
communications and technology?

The Committee on Definition and
Terminology. in the October 1072 is-
sue of AVI. presented a detailed defini-
tion of the field. This definition, in
turn. was based on the writings of
Finn. Hoban. FHeinich. Silber. and
others. Because the Silber model. as
shown in his May 1971 article in AV/,
is a simplified. graphic illustration of
the more detailed committee report. it
is used here as the definition of the
field of educational communicatrens
and technology. This model is shown
in Figure 1. The definitions of the cle-
ments of (he model are shown in the
Table of Function Definitions.

How are jobs in the ficld of in-
structional technology per-
formed?

Two major studies. the Jobs in In-
structional Media Study (JIMS), and
the Library Manpower Study. have
attended to this question. In order to
look at media jobs. as they are per-
formed, the JIMS ¢xamined two ma-
jor aspects simultancously—uhat the
worker does and what gets done.

The Domain of Instructional Tech-
nology. .s shown in Figure 1. vas used
by JIMS as a wav of looking ot what
gets done in the field. The technique of
Functional Job Analysis (FJA) was
adopted to studv har the worker
dnes. OF primary interest to this frame
of reference is the Scale of Worker In-
structions (W1) as shown on page 32.

JIMS decided that it was logical to
classify  personnel into three levels
which they labeled as Entry, Middle.
and Advanced. Originallv the three
levels were labeled as Aide. Techni-
cian. and Specialist. This was consist-
ent with job classifications in the field.
However. there was and :: some con-
fusion as to the meaning f “‘techni-
cian’’. For purposes of this discuss;on,
“technician™  refers to  middle-level
personnel (W1 3-3)*. and not to a
highly skilled person such as a broad-
cast engineer. graphic designer, rine-
maphotographer, or television pro-
ducer-director,

To further clarifv the situation, the
following, definitions from the JIMS
are presented:

ENTRY: (Aide) (WT 1-3)

Entry Level personnel have specific

instructions about the tasks they

perform. The task mav be only part
of a process. the other parts of whicth
the. worker cannot or does not con-
trol. Entry Level personnel can be
trained for a task in a relatively
short period of time. since almost ev-
ervthing thev need to know is con-

*W1refers to Scale of Worker Instructions as shown n th.e table on page 32
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sponsible fo= solving a general prob-

lem and must determine what the
product should be as well as how to
achieve it. Having defined the goals.
:i:;zl:(i :ggﬁl:é LEARNING they are often !'orce‘d to fievc}op the
MANAGIMENT DEVELOPMENT RESOURCES routines of tasks necessary 1o
FUNCTIONS FUNCTIONS achieve the goals. They deal with a
broad process approach.
s T e Y } After careful study of the preceding
Organization Research & Message definitions. it becomes apparent that
Monagemeni Theory - the various functions. as shown in Fig-
of Man ure 1. can be clustered into three major
> Design areas of responsibility. These are: me-
Personnel ' Material dia management. media product devel-
Monagement Producticn bevi opment, and instructional program de-
Evaluati sve velopmen:. Also three leveis of
veluation & . . .
Selection Technique complexity, l.)ascd. on the .deﬁnmon's
used. can be identified as aide. techni-
Support & of » Sefting cian, and specialist.
Supply
What competencies should work-
Utilization ers in the field of educational com-
munications and technology pos-
Urikization |—i sess”?
Dissemination A number of publicaticns have at-
tempied to answer this question. The
AECT Guidelines for Certification of
Media Specialists, the Jobs in Instruc-
tional Media Study (including tasks
. from the Media Guidelines Project),
FIGURE | the School Librarv Manpower

Project, the Behavioral Requirements
Activittes Checkl:st, and the USOE

tained in the task. They are not re-
quired to soive problems external to
the task. If something happens
which is not covered by the instruc-
tions. the Entry Level worker asks
for help and cannot be held respon-
sible for solving the problem.
MIDDLE: (Technician) (W] 3-3)
Middle Level personnel have in-
structions which deal more with a
cluster of tasks leading to a specified
output or outcome. They have a
broader view of the situation and
are expected to generalize more
from task to task than personnel ar
the Entrv L.evel. The Middie Level
worker is responsible for the prod-
uct as long as all of the routines nec-
essary to reach the output have been

Q
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specified and made available to him.
ADVANCED: (Specialist) (W1 5-
8)

Advanced Level personnel do not
have tasks specified. They are re-

curriculum guidelines for Library
Technical Assistants all present lists of
competencies and lists of tasks per-
formed bv media perscnnel. None of

INTERRELATEDNESS OF AREAS OF
RESPONSIBILITY AND LEVEL OF COMPLEXITY

Media Media Produtt Instructional Program
wi Management Development Development
= [
= Aide 2
= 3
= 3
- Technician 4
S 5
= 5
= . [
= Speaadlist ?
8
FIGURE 2
g "\
g1
'
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TABLE OF FUNCTION DEFINITIONS
LEARMING RESOURCE DEVELOPMENT FUNCTIONS iLRDF
Functions which have os their purpose the opplication of Learming Resources 1LR: te solve instructiona! problems.
_. FUNCTION DEFINITION EXAMPLES
Research
Purpose: To generote cad test knowledge ' theory end resecrch method- To conc<eptualize ‘heoretica! madels.
ology redzied 12 the LRs and to learners. To conduct research projects.
. To onalyze research doto.
Qutcome: Krow!~a e which can act os on input 2o the other functions. To generote new ideas.
To run reolity test of model.
To test hypothesis.
Achivity: Seeking information, reading at, onolyzing it, testing it, Recds proposal.
anolyzing test results. Compores mode! with knuwn doto.
Formulotes specific hypotheses.
Desian_ |
Purpose: To translate generol thearetical knowledge into specific | To design programed instruction moterials.
LR speafications. To develop wstructioncl pockoages for indiv:dualized instruction
To design equipment systems.
Outceme: Speaticonons for praduction of iRs, regordless of form. To write general objectives. ~
. =
To determine medio.
To describe techmicol systems.
| vty Anolyzing, syathesizing, and writng abjectives, fearner Analyzes objectives.
l choracterishics, tosk onolysis, learning conditions, instructianc! Synthesizes objeclives/sequence ‘cantent. medio
events, medio specificotions, Arranges materials tn sequence.
Praduction
Purpase: To tronslate LR specficatians into speafic, cancrete LRs. To produce oadistopes.
To produce,/ direct motion picture.
To write cormputer progroms far camputer-ossisted nstruction.
Outcome: Specific products in the farm of prototypes, final versions. To moke <lides inta fiimstrips.
o¢ moss-produced versions. Te decide on musi¢/sound effects.
Te match oudio aad visuals.
Achvity: Operoting production equipment, drawing, laying ovt, writing, Mixes narration tope ond sound.
building pradurts. Sequendes siides using viewer
Operates mation picture comero.
Evalvotion &
__Selection_
Purpose: To assess acceptability of produced LRs i terms of criteno set To pilot test prototype instructional moteriols.
by other functions, and to develop models for this assessment. To preview ond select instructionol moterials.
To deveiop evolugiion models and techmigues.
Outcome: Evaluanian for design: effectiveness of LRs in meeting objectives. To 1dentify prablems with motericls.
Evaluation for production: occeptobility of LRs in meening To identify objectives not met.
production standards. Evoluation for management: acceptabriity To insure quelity sound.
of LRs for purchose, Evoluation for utilizahon: ecceptability of
LRs for meeting user objectives. Evoluotian for evolughion:
evoluation models.
Achivity: Anolyzing quality in terms of stondords. Observes students using moteriols.
Anolyzes possible uses of mateniols,
(ompares doto and objectives.
Support &
__Supply
Purpose To make LRs ovorlgble for other funchions. To hove equipment ready os needed.
To provide delivery service.
To cotclog materials.
Q
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Activity:

scheduling, distributing, operating, maintaining, repairing LRs.

FUNCTION DEFINITION EXAMPLES
Outcome: Grdered, stored, dlossified, cotaloged, assembled, scheduled, To cross-index materials.
distributed, operatad, maintained, and repaired LRs. To locote materials for delivery.
To maintain repair history.
To repair filmstrip projector.
Ordering, storing, classifying, caialoging, assemkling, Threads movie prajector.

Assigns code from accession list.
Pians new scheduling system.

Utilization

Dissemiagtion

Purpose: To bring learners inta contact, whether formal or informel, To help student use learning adtivity.
with LRs. To monitor individualized end self instruction.
To help student select learning activities ond to meet objectives.
Outcome: faulitation and nssessment of student learning. To unelyze student learning style.
To present infarmation.
To enzourage interest in learning activity.
Activity: Assigming, preportng learner for, presenting, ossisting, and Discusses with student.
foliowing up LRs. (ompares octivities/learning style.
Compares pre- and post-tests.
Utilizanen—

technology.

Purpose: 16 bring learners into contact, whether fermal or informal, with To consult on media use and design.
informaticn about instryctional technoiogy. To maintoin professional stotus in the field.
To expiain individuchized instruction project 1o visitors.
Qutcome: Dissermnanhon of information gbout instryctionol technology. To onswer questions obout project.
To learn issues/new knowledge.
To demonstrate Super § operation.
Activity: Toking :n and giving out information about instruchonoi Demonstrates movie projector opergtion.

Discusses with 1eacher.
Defines media services availble.

LCARNING RESCURCES MANAGEMEHT FUNCTIONS (LRMF)
Functions which have os their purpose the guiding, facilitoting, or controlling of the Learning Resaurces Gevelopment Functions {LRDF" 07 of other LRMFs 1o ensure their effective

operation.
FUNCTION DEFIRITION EXAMPLES
Jrgomzenor
Mcnagement )
Purpose: To determine, modify, or execute the nbjectives, philosophy, To admirister/direc! project.
policy, structure, budget, internal and externol relationships To mon:tor and change operation of tenter.
and administrative procedures of an organizotion performing To provide secretarial services in AY center.
cne or severel of the LRDFs or the LRMFs.
Qutcome: Palicy, budaer, plans, coordinated activities, administrative To prepare repoir list.
operations. To identify organtzetion needs.
Jo ascertain iobs to be done.
Activaty: Defimng, writing. and carrying out procedures leading to Reviews purihuse orders.
the outcomes, Designs new orgonizational mode!.
Anclyzes problems in project.
Personnel
__Mcnagemem
Purpose: To 1ateract with and,/ or 1o supervise the people who perform To supervise personnel in graphics unit.
the functions, To improve cemmunications between technicigns and artists.
To staff projects.
Outcome: Interpersonal rntesaction, discussion, Supervision, To evcluate work performed.
employmer!, and p2rsong! development. To encourage discussior.
Yo cali repairmon.
Activity: Distusaing with and speaking to other people. Negotiates with personnel departmen:.
Queztions cpplicants.
Talks with new employees.
Q
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SCALE OF WORKER INSTRUCTIONS

LEVEL DEFINITION
/ Inputs, outputs, tools, equipment, and procedures are all specified. Almost everything the worke: needs 1o know is contained 10 his
! assignment, He is supbased 1o turn out a specified amount of work or @ standard number of units per hour or day.

Inpuls, outputs, teols, and equipment are all specified, but the worker has some leeway in the procedures and methods he can use
to get the job done. Almost oll the informaticn he needs is in his assignment. His production is mesured an a daily or weekly basis.

AlbE
Al

/- Inputs and outputs are specified, but the worker has considerable freedom as to pracedures and timing, including the use of tools
3 and equipment. He hos to refer to sevaral standard sources for information {handbooks, cstologs, well chartsi. Time to complete o
particular product or service is specified, but this vanes up to several haurs.

-
|

Output product or service), is specified in the assignment, which may be in the form of ¢ memorandum or a schematic ‘sketch or
biueprint). The worker must wark out his own ways of getting the iob dane, including selection of tools and equipment. sequence
of aperations (tasks), and obtoining important information hondbooks, etc.). He may either carry out work himself ar set up staa-
dards and procedures for others.

TECHRICIAN

\

Same o3 (4) above, bu in addition the worker is expected to knew ond employ theory so that he understands rhe whys and wlere-
5 fores of the various options that are avatlable for dealing with a problem and can independently select from among ifiem. He may
have to do some reading in the professional and, ar trade iiterature in order to goin this understanding.

Yarious possible outputs are described that can meet stated technical or administrative needs. The worker must investigate the
various possible outputs und evoluatz them in regord to perfarmance characteristics crd input demands. This usuall; requires his
crective use of theory well beyond referring fo standard sources. There is no cpedification of inputs, methods, sequences, sousces,

k of the like.

There is son-e question gs to what the need or prodiem really is or what directions sould be pursued in solving it. In order tc define
7 it, control and explore the behavior of the voriables, and formulate possible outputs and their performance characteristics, the
worker must consul? largely unspecified saurces of information, and devise investigations, surveys, ar data anclysis studies.

SPECIALISY

Informahon and/or direction comes 1o the warker in terms of needs tactical. organizationel, strategic, finonciall. He wost call far
stoff reparts ond recommendations caricerning methods of dealing with them. He coordinates both organizational and technical
data in order to make decisions and determinations regarding courses of action {outputs;, for majar secticns idivisions, groups:, of
his orgonization.

Copyright © 1969 by W. E. Upjohn Institute
Reprinted by permission

petencies are in the functions of per-

these. however. attempts to classify the
competencies and tasks by the area of
responsibility and level of difficulty.

The members of the Task Forces on
Accreditation and Certification  did
classify each competency by area of re-
sponsibility. For the first time, as a re-
sult of this procedure. a profile can be
drawn for each area of responsibility
at each level of difficulty. Profiles for
“aides’’ are not presented at this time.
To further clarify the profiles, a list of
competencies can be found in Appen-
dix page 35

@ = task force tabulations showed

that in the area of medi® management.
primary competencies for the specialist
level should be in the functions of orga-
nization management. personael man-
agement, and in utilization-dissemina-
tion: and secondary competencies in
the functions of research & theory, de-
sign, production, evaluation & selec-
tion, support & supply. and utiliza-
tion. This is visualized in Figure 3.

* - In the area of media management at

the technician level, primarv com-
petencies should be in the functions of
organization management. and sup-
port & supply. Secondary com-

production; and

sonnel management. utilization
dissemination evaluation & seiection
research & theory. and utilization.
{See Figure 4.1

In the area of media product devel-
opment. primary competencies for the
specialist level should be in design und
secondary com-
petencies should be in the areas of re-
search & theory. utilization dissemi-
nation, and personnel management.
(See Figure 5.)

For the ar- 1 of media product devel-
opment at 1. «echnictar level. the pri-
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COMPETENCIES OF SPECIALISTS
IN MEDIA MANAGEMENT

COMPETENCIES OF TECHNICIANS
IN MEDIA MANAGEMENT

number of competencies

Qrgonizetion
Monogement

Personnel
Manogement

Reseorch &
Theory

Design

Production

Evaluction &
Selection

Support $
Supply

Utirzation

Utihzation
Dissemingtion

number of competencies

0rgamzehion
Manogement

Personr.el
Management

Research &
Theory

Design

Production

Evoluchion &
Selechion

Suppait &
Supply

Unkzation

Unltzation’
Disseminatior

FIGURE 3 FIGURE 4
COMPETENCIES OF SPECIALISTS COMPETENCIES OF TECHNICIANS
IN MEDIA PRODUCT DEVELOPMENT IN MEDIA PRODUCT DEVELOPMENT
number of competenties number of competencies
Orgamzotion Qrgamizahion 7
Management Maragement
Personne! Personnel .
Mcnagement Monagement '
Reseorth § Research &
Theary Theory 0
!
Design Design i
Praduttiun Production
Evoluation & 0 Evoluanen &
Selection Selection
Suppert & 9 Support & 0
Supply Supply
Unlization 0 yUniization 0
Unlization 8 Utihization 0
Dissemination Disseminanon
FIGURE 5 FIGURE 6
Q
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COMPETENCIES OF SPECIALISTS
{N INSTRUCTIONAL PROGRAM DEVELOPMENT

COMPEVENCIES Or TECHNICIANS
IN INSTRUCTIONAL PROGRAM DEVELOPMENT

number of competencies

number of competencies

Organization
Monogement

Orgonizotion
Managemer:t

Personnel
Monagement

Personnel
Manogement

Research &
Theary

Reseorch 8
Theory

Design

Design

Production

Production

Evoluation &
Selection

Evaluntion &
Selection

Support &
Supply

Support
Supply

Unlization

Ulization

Unlization/
Disseminatcn

Utilizction/
Dissemingtion

FIGURE 7

FIGURE 8

mary competensies are in the function
of production. and the sccondary com-
petencies are in evaluation & selection
and organization managenient. (See
Figure 6)

In the areiof instructional progrim
development. primary competencies at
the speaalist level should be in the
areas of design. utilization dissemina-
ton, research & theorv, and utiliza-
tion, with secondarv competencies in
the areas of evaluation & selectiorn, or-
ganization management. and produc-
tion. (See Figure 7))

In the area of instructional program
development at the technician level.
the data showed cnlyv a few scattered
competencies across many of the func-
tions. It is. therefore. questionable if
technicians can be in the area of in-
structional program development. (See
Figure 8.)

The frame of reference developed

bo»e can be summarized as follows:
[he feld of instructional tech-
EMCIOlOgV can be defined as. (1)

Aruitoxt provided by Eic:

the organization and (2) the ap-
plication of (3) resources—men,
materials. ideas. procedures—in
a systematic manner in order to
solve instructional problems.™
(Hyer. 1971, p 44.)

. Workers in the field of educa-

tional communications and tech-
nology assume responsibilities in
three major areas. namely media
management. media product de-
velopment, and instructional
program development.

. Workers in the held of educa-

tional communications and tech-
nology can be classified as aides,
technicians, or specialists, de-
pending upon the level of com-
plexity of the tasks which thev
perform.

Identifiable competencies and
tasks can be clustered according
to the nine functions of the
D.I.T. model and bv their com-
plexity as iudged by the Scale of
Worker Instructions.

¥ | 45

Based on the definition of the field
presented above, based on the concept
of three major areas of responsibility.
and based on the clustering of tasks
and competencies associated with the
nine functions of the D.I.T. model. the
Task Forces developed guidelines for a
competency-based certification pro-
gram and developed guidelines for the
accreditation of programs for the prep-
aration of educational communications
and technology personnel. These
guidelines are presented on the follow-

ing pages.

Reference

tHver. Anna L., er al. Final Report,
Jobs 1n anstructional media study.
(USOE Project No. 8-00688. Grant
No. OEG-0-8-080688-4494(0185))
Washington, 1D.(..; Division of Edu-
cational Technologv. National Edu-
cation Association. 1971,

William C. Prigge is dean, Irstruc-

tional Improzement & Delivery,

Madison College, Flarrisonburg. Va



FOR SPECIALISTS AND TECHNICIANS

IN MEDIA MANAGEMENT,
MEDIA PRODUCT DEVELOPMENT,

AND INSTRUCTIONAL
PROGRAM DEVELOPMENT

A COMPETENCY
AND TASK LIST

MAJOR AREAS OF CERTIFICATION

Medio
Management

Media Product
Development

Instructiona! Program
Development

Soecialist

Technician

OF (OMPLEXITY

LEVELS

he three major areas of responsi-

bilitv of personnel in educational
communications and technology are:

® media management

® media product development

® instructional program devel-
-~ ‘'opment :
Within each arex of responsibility
there are two levels of compiexity—
technician and specialist—and certifi-
cates mav be issued on cach level in
cach area.

The figure illustrates the relation-
ship between the mujor areas of re-
sponsibility and the two levels of com-
plexitv.  This interrelationship
indicates six ureas in which certifica-
tion mav be developed. Within cach
major area of responsibilitv. and on
cach level of complexity, there are aine
functions:
organization management
personne! management
rescarch & theory
design
production .

6. evaluation & selection”
7. support & supply

8. utitization

9. utilization/dissemination
Within cach of these nine functions,
competencies - tasks - exist on two lev-
cls—technician and specialist. For a
list of these competencies tasks and
their levels of complexity see Appendix
page 30

Al A

Media Management—Technician

A candidate seeking certification on

the technician level in media manage-
ment should present the following:

A. Competency: page 62

B. Degree: Associate Degree.

C. Experience: Three semester
hours of supervised practicum.
or internship. or field experi-
ence, or six months of work ex-
perience in the field.

Media Management—Specialist
A candidate seeking certification on
the specialist levei in media manage-

ment! should present the following:
A. Competency: page 36
B. Degree: Baccalaureate. and cer-
tificavion as a teacher.
C. Experience: Two vears of expe-
rience as an cducator.

Media Product
Technician

A candidate seeking certification on
the technician level in media product
development should present the fol-
lowing:

A. Competencv: page70

Development—

B. Degree: Associate Degree

C. Experience: Three semester
hours of supervised practicum,
or internship, or feld experi-
ence, or six months of work ex-
nerience in the fieid.

Media Product
Specialist
A candidate seeking certification on
the specialist level in media product
development shouid present the fol-
lowing:
A. Competencyv: page 45
B. Degree: Master's. and certifica-
tion as a teacher.
C. Experience: Two years of expe-
rience in media product man-
agement.

Development—

Instructional Program Devel-
opment—Technician

No certificate currently available for
the technician leve!l in this area.

Instructional Program Devel-
opment—Specialist

A candidate seeking certification on

the specialist level in instructional pro-
gram development should present the
following:

A. Competency: -page 51

B. Degrec: Doctorate, and certifica-
tion as a teacher.

C. Experience: Three vears class-
room teaching experience: two
vezrs experience in instructional
program development.

LRIC
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COMPETENCIES
FOR SPECIALISTS
IN
MEDIA MANAGEMENT

ORGANIZATION MANAGEMENT FUNCTION.

TO SET GOALS/POLICY OF TRAINING CENTER

NOOOOOOOO NN

[+)]

Designs organizational rationale to improve organization
Writes supporting paper to describe organizational ratienaie
Serves on commiitee {0 IMProve Organizalion

Conducts staff meetings to work on long-range goals
Designs long-range plans to anticipate future growth
Designs conference tc inform management of ¢hanges
Conducts briefing to inform management of changes
Develops conceptual mode! to design basic instructor course
Develops conceptual model to communicate compiex
concepts

Works with staff on projects to crossfertihize work

TO ORGANIZE AND REORGANIZE ORGANIZAT!ON
STRUCTURE TO MEE™ GOALS

()] OO N NN

OO N O

o2} U owm [e2 B 02T+ ) B 4 00 ) o]

g, o

Rezds organization charter 10 .dentify organization goals
Translates goals to identfy broad objectives

Speaks to colleagues to evaluate broad objectives

Writes paper to identify new broad objectives

Translates objectives to formulate orgamization functions
Confers with colleagues 10 evaluate appropriateness of
functions

Analyzes relations between functions to develop functional
mainx

Confers with coileagues to evaluate inclusiveness of matnix
Writes paper 10 revise functional matrix

Translates functional matrix t¢ 1dentify needed structures
Analyzes current structures to compare with needed structures
Analyzes current structures 1o determine weaknesses
Formulates organizatnional strategies to overcome weaknesses
Translates strategies to define new structures/operaucns
Analyzes new structures,/operations to determine If they
facilitate functions

Translates new Structures,/operation to formulate new
Structure matnx

Analyzes budger to determine structure constraints

Analyzes facihities to determine structure constraints
Analyzes s:aft interests to determine structure constra:nts
Rewrites matrix 10 include consiraints

Compares structure & function matrices to evaiuate structure
matrix

Corfers with colleagues 1o evaluate structure matrnx

Writes paper 1o revise Structure matrix

Reads matnx to define relations between dimens:ons
Anaiyzes relatrons and functions to define dut:ies of personnel
Analyzes relattons and funcuons to define interaction oif
personnel

Analyzes relations and funcuons to define lines of
communication

Writes paper to explain new structure

Conters with colieagues to evaluate new Structure

Listens to feedback to revise structure

Rewiites paper to revise structure

Selects personnel to fiil key positions 1 structure

Q
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PLAN IMC OPERATIONS FOR COMING YEAR

Analyzes service requests to identify service needs

Calls departments to clarnity service needs

Wrnites memo to departments to clanfy service needs
Analyzes service needs to Dropose new service operation
Discusses with departments 10 propose new Service operation

COORDINATE FACILITIES PLANNING

Counts number of staff members to as. ertain facilittes needs
Analyzes number and type activities to ascertain facilities
needs

Reads floor plan to examine current facihities

Reads budget to discover fiscal resources

Examines work of organization to «dentify how feclitres can
help

Examines staff communication interaction to identify how
facihities can help

Synthesizes factors to develop facilities use plan

Negotiates with planners to obtain nzeded space on campus
Analyzes on-campus space obiained to ascertain need for
addimional space

Speaks to realtors to seek additional space off campus
Examines faciities;money ratio to select best faciities
Analyzes on--off-campus space to ascertain need for addtional
space

Translates need for additional space to decide 10 build Own
facilities

Writes notice to pubiicize decision to build

Listens to architects who cail to evaluate architects’ 1deas
Selects three architects to discuss facilities in depth

Speaks to architects In persc.a to explain facihties needs
Listens to architects to evaluate proposed designs

Selects best general plan to hire architect

Explains work of organization to grve architect des.gn
specifications

Explains how facilities aid work to give architect design
specifications

Explains communicationsinteract:on needs 10 Give architect
des:gn specifications

Explains special needs of statf to give architect 4esign
specifications

Expiains financial constraints to give architect desi:gn
specifications

Persuades architect to meet staff to ensure staff input
Reads architect’'s plans to evaluate proposed faciity design
Compares plans and needs to evaluate proposed faciity design
Discusses plans with architect to suggest revisions 10 plans
Reads revised plans to re-evaluate proposed des:gn
Compares revised plans and needs to re-evaluate preposed
design

Reads fina! plans to approve proposed facility design

Reads archstect’'s budget to asceriain proposed cost
Negotiates with architect to obtain lower cost

Negotiates with chancellor to cbtain approval for facilities
Analyzes 0:gamzation activities to ascertain equipment needs
Listens to stalf 1o ascertain equipment needs

Reads current equipment inventory to identify equipment on
hand .

Compares equipment on hand and needs to dentify equipment
10 be bought

Reads equipment order to approve for purchase

TC PLAN PROGRAMS/PROJECTS

Reads project reports to identity cusrent work
Discusses projects’money with staff to identfy future
priorities

Speaks to staff 1o identfy project interests
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Speaks to colleagues to become involved in new ventures
Compares interests with organization philosophy 1o ensure
compatibiity

Reads newsletters. financial statements. to identify possible

‘funding sources

Synthesizes discussion to propose department programs/
projects

Writes paper to present degartment programs/projects

Talks with staff to evaiuate programs/projects paper

Identifies constraints on programs to decide on program
feasibility .

Selects programs/projects for department to plan work for year

TO !NITIATE AGENCY-FUNDED PROJECT

OO0, [5,]
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Reads assigned outline to clarfy geners: 1dea of project
Asks questions o clanfy general idea of project

Writes to agency to request guidelines for proposeal

Reads previous proposals t¢ obtain background information
Analyzes proposal guideiines to write text ot proposal
Whrites draft proposal to request agency funds

Rewrites proposal to align with organization interest
Analyzes staff needs to determine staff salary needs
Analyzes pay schedules to compute staff budget
Identifies appropnate staff to staff proposed program
Assesses equipment needs to compute equipment budget
Assesses matenals needs to compute materials budget
Operates adding machine to compute total budget
Submits proposai to contracts office to acquire overhead
figures

Writes up budget to support proposal

Circulates proposal to acquire appropriate signatures
Submits proposal to administration to approve for submission
Discusses with agency personnei to negotiate details of
changes

Wr:tes brochure to descnbe proposed program

FORMULATE POLICY FOR PROCEDURE & EQUIPMENT

CHANGES IN CENTER
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Anaiyzes budget commitment to determine cost constraints
Analyzes program commitment to determine program
constraints

Analyzes usage projects to determine AV service needs
Analyzes past performance to determine revisiors needed
Weighs all constraints to formulate plan

Recommends procedure changes (0 meet new policy
Recommends equipzment changes to meet new poiicy

MONITOR AND CHANGE OPERATION OF CENTER

Discusses with course writers to increase course illustrations
Reads work plans to inform of work 1n progress

Identifies areas oi *¥ork tc anticipate developments
Conceptualizes plans to anticipate developments

Researches electron:c illustrat =g to coordinate productic 1 unit
Designs long-range plans to coordinate production unit
Proposes information gathering to provide models for’
management

Discusses with technical experts to design new organizational
modei

Designs new organizational model to 1mprove 0rganization
Persuades management to hire acdit:onal personnel

Makes tield tnips tc observe new hardware systems

Evaiuates nuw equipment to assess comB'atlbulny

Persuades management 1o purchase new hardware

Evaluates organizaticnal structure to determine need for new
mode!
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IMPROVE COMMUNICATIONS IN CENTER

Designs format to stancardize publications
Proposes new documentation to improve research hbrary
Develops new procedures to route information

ADMINISTER TRAINING CENTER

Assesses expenditures to write financial glan

Justifies expenditures to acquire funds for operation
Assesses cost benefits of training to inform management
Writes memos to management 10 acquire funds for operation
Negotiates with management to acquire furds for operation
Negotiates with management to institute open purchase
account.

Listens to sta¥ discuss problems to resolve organizational
orobiems

Asks quastions of staff to resolve organ:zational problems
Makes decision on action to resolve organizatronal problems
Assesses draft training materials to make production decision
Routes incoming correspondence to assign for act.on
Reviews purchase orders to approve for purchase

Reviews bills to certify for payment

Conducts staff meetings to transmit information to staft

ADMINISTER/DIRECT PROJECT

Conceptualizes idea for project to meet program goals
Rereads contract to define desired outcomes

Analyzes goals of project to define needed activities/products
Speaks to technical workers to ascertain amount of time
needed

Speaks to technical workers to ascertain jobs to be done
Speaks to technical workers to ascertain workers needed
Assesses cOst restraints to determine hmits of project
Writes tentative work plan to design project

Assigns staff to project to meet goals

Analyzes relations of actrsnties to develop PERT schedule
Analyzes time for each activity to develop PERT schedule
Analyzes project limits to develop PERT schedule

Assigns cempletion dates to design project deadlines
Whrites chan to formalize PERT schedule

Speaks to technical workers to explain PERT chan

Speaks to technical workers to inform of deadlines

Speaks to technical workers 1o review progress penodically
Observes staff work/products to evaluate work performed
Listens to outside input to improve product

Reviews work 1n progress to keep self informed

Discusses with staf to solve problems re product
Compares product/activities with goals to evaluate project
performance

Analyzes problems in project to plan changes in project
direction

Makes decision to terminate project to mimimize wested effort
Reviews project progress to present report to management/
customer

Trans!ates technical language to describe project to
management/customer

Speaks (0 management and customer 1o present project
progress

Writes report on project to presen?t progress (o management/
customer

Compares product/activity with goals to assure quahty of
work

Compares product/acivity with goals to suggest
improvements

Writes final report on project to disseminate findings

Edits report on project to diss. minate find:ngs

—~
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TO ADMINISTER TRAINING COURSE

Wrnites announcements to publicize course

Schedules classrooms 1o reserve for course

identifies teaching persorutel 10 assign to course
Discusses with teaching personnel to clanfy teaching
assignments

Evaluates teaching to assess work of teaching personnel
Discusses with teaching personnel (o evaluate success of
course

TO DEVELOP MODEL FOR ECONOMIC ANALYSIS OF

TRAIN!NG

6 Researches approaches to identify most appropnate

6 Analyzes cost factors i1n training to develop hst of training costs

6 Compares empioyee worth to ¢ost to compute ra3li0 of training
costs

6 Designs system 1o determine value of training *

6 Esumates changes in training to improve value of training

OO,

DESIGN FINANCIAL STRUCTURE

Reads history of organization to identify organization needs
Reads board requirements to identify organization nerds
Reads bockkeeping department procedures to identify
orgamzauon needs

Analyzes how 1o get financial information to 1dentify
orgamization needs

Analyzes decisions based on finances to identify organizat:on
needs

Analyzes needed contreis on finances to1dentify organmizaticn
needs

Synthesizes several need factors to define structure
parameters

Discusses with auditor to identufy fiscal regulations
Discusses with aud-tor 1o 1dentify feasible siructures
Discusses with auditor to ident:fv acceptabie structures
Analyzes accepiable structures to match with paramezers
Compares structure, parameter matches to select financia!
Structure

TO ESTIMATE MEDIA CENTER BUDGET

o]
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Analyzes past performance to determine revisions neeced
Analyzes center mventories to hist staff. equipment. and
maternals

Analyzes program projections to determine additions needed
Lists staff time and rates to determine staff budget

Lisis equipment needs and costs to determine equipment
budget

Lists matenals needs and costs to determine materials
budget

Totals costs to determine totai budget

Gives Instructions to secretary t¢c have budget typed
Checks typed budget to ensure correct

TO PREPARE ANNUAL BUDGET

5 Discusses with advisory committee to evaluate program
improvements

5 Incorporates improvements in budget to develop final budget
Sends budget to county superintendent 1o have budget
evaluated

5 Discusses budget with supervisor to have budget evaluated

TO SUPERVISE COOPERATIVE PURCHASING

6 Meets with district purchasing agents to determine if changes
N poilcy
Sends order forms to districts to ininate purchasing cycle
Receives forius from district to compiie county totals
Supervises analysts of forms to compite county totals _
Reads maintainence reports to select brands of AV equipment
Reads new product reports to select brands of AV equipment
Compares different brands to select brands of AV equipment
Writes bid forms for contractors to gbtain bids on equipment
Supervises sending of bid forms to obtain bids on equipment
Compiies bids from contractors to obtain bids on equipment
Opens bids tn public tc obtain bids on equipment
6 Combpares bids to select equipment materials vendors
Lays out samples to select equipment/materials vendors
6 Compares samples to select equipment/maternals vendors
6 Analyzes product/cost relationship to select eqQuipments
maternials vendors
6 Recommends to committee 1o select equipment,/maternals
vendors
5 Writes report 1o board of education to indicate vendor
selections
Reads notfication from board to approve vendcr selections
Supervises secretary to prepare purchase orders
Specifies delivery time/place to prepare purci:ase orders
Signs forms to prepare purchase orders
Calls warehouse 10 rent warehouse for storage
Calls personnei office 1o hire shipping personnel
Supervises personnel to receive equipment- materials
Supervises personnel to store equipment/maternals
Supervises personnei 1o redistribute equipment/ matenais
Supervises secretary to bill distiicts
Supervises bookkeeper to credit district accounts

g oan
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TO PURCHASE AV MATERIALS

5 Discusses with principals to determine needs
Checks budget to determine money available
Assesses reguests for new equipment.’mater:ais to determine
purchase priority
Writes letters to manuracturers to request catalogs
Analyzes purchase requests to determine which catalog to
search R
Searches catalogs to 1dentify appropriate matenals

S Compares list prices to determine vest price
Calls producer to ascertain corsect title
Arranges matenals requested to group otder list
Lists maternals/equipment costs to compiie order 1St for
purchase
Operates typewriier to type order list
Submuts order list to management to get approval

5 Reads state legal requirements to (dentify budgeting calendar Ass:gns purchase order number 10 assure payment
5 Wntles memo to subordinates to require budget submissions Informs secretary to order matenals for purchase
5 Analyzes budge: submissions o identity operational Fills out order form to order materials
requirements Mails order form to manufacturer to place matenals order
5 Analyzes budget submissions to identify new programs Calls manufacturer to assure rush order
5 Compares past and present budgets to approve/disapprove Calls unit ordenng matenials to «nform of manufacturer delay
budget Files purchase orders to keep track of those not recewed
5 Compares budget ana past performance to approve’ Writes letters to manufacturers to remind of back orders
disapprove budget 5 Makes decision to nouify manufacturer to carcel |ate orders
5 Compares sub-budgets to develop budget draft 5 Wrntes letter 1o manufacturer to cancel late orders
Compares new materials with invoice t¢ check that order
complete
Writes letters to manufacturers to correct wrong orders
Q
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PERSONNEL MANAGEMENT FUNCTION.

TO STAFF PROJECTS

-
O

NP,

Analyzes goais of project to define activities to be done
Analyzes budget to determine resources available
Translates project activities to develop job descriotions
Estimates staff needs to fill described jobs

Calls placement agency to inform of staff needs

"Calis colleagues 10 inform of staff needs

Reads resumes to select applicants for interview
Selects short list of applicants to do inital interviewing
Calls applicants to set tume and place for interview

Descrbes project and comparny tO initiate |ob interview
Questions applicant to ascerta'n qualifications
Evaluates applicants to make staff selection

Calls selected applicant to nonfy of selection

Wrntes form !etter to inform appiicants of rejection
Telis secretary to transmit jetter to apphcants

STAFF YRAINING CENTER

ldentities area of work to define staff need

Analyzes budget to determine resources available

Wrnites memaos to describe need for new position

Writes position descaption to get |ob classihcation

Writes description of position to advertise the vacancy
Reviews applicat:on forms to select applicants for interview
Interviews job applicants to select most suitable

Writes memos o advise hinng

Calls personnel department (o speed application processing

TO CONDUCT TRAINING OF NEW STAFF ON GENERAL
OFFICE PROCEDURES

(8]

Gathers office procedures information to deterrmine goals
of traiming

Writes paper t¢ set up goals of training

Whntes procedaral manual to inform new employees

Reviews new employee papers to determine sizenumber
of sessions

Draws rough sketches to design visuals for training

Calls production unit 1o arrange for production of visuals
Gathers empioyee information to distnibute to new employees
Talks with new employees to inform of procedures

Distributes information to get information to employees
Evaluates session te determine success

TO SET UP ON-JOE TRAINING SEMINARS

[ E)]

5
5
6

Analyzes unit request 1o determin2 need for training
Writes position paper to set goals of training

Calls unit head to determine accuracy of goals

Calls unit head 10 ask recommendations on trainer
Evaluates recommendations to determine best tram=2r
Calls trainer chosen to notfy of selection

wWrites notuce to publicize training

- Evatuates applications tc determine trainees

Attends training session to determine progress/relevance

TO IMPROVE COMMUNICATIONS BETWEEN TECHNICIANS

Q

AND ARTISTS .

Chooses subject matter to encourage seminar discuss:on
Selects ime and ptace to hold seminar
Writes notice 1o publicize seminar

Designs art kit to demonstrate technical details -

Conducts seminar to encourage discussion

RIC
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TO SUPERVISE PERSONNEL IN TRAINING CENTER

Discusses with new staff to develop performance critena
Discusses with staff to evaluate work performed

Evaluates employee performance to assess employee progress
Evaluates employee performance to write evaluation report
W:ites recommendations to suggest promotons and awards
Negotiates with personne! department to suggest promotions
and awards

Discusses with staff to revise work plans

Assesses work to be performed to approve requests for leave

5 Conducts staff meetings to relay admiristration directives

[ I T W
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-TO SUPERVISEGRAPHICSUMIT- —

5 Reviews job applications to make recommendations
Makes recommendations to director to ass:st;'n hiring
5 Assesses staff work to write performance reports
Whnites performance reports to inform supervisor
5 Discusses work load with staff to determine assignments
Assigns «~Ork to staff to meet goals of unit
Supervises staff to ensure work 1S completed
5 Discusses with staff to relay/interpret admirustration regu!a-

tons
TO SUPERVISE STUDENT WORKERS

5 Discusses with staff to determine work assignments

5 Converses with students 10 assign work areas
Demonstrates equipment operation to train student workers
Computes ume worked to determmine payment

5 Evaluates student performance to write evaiuvation repon

TO FIRE PERSTUNNEL

5 Reviews worker evaluation reports 1o cei=rorne accepicaity
of work

Discusses with superiisor to determine valic.*y of roports
Discusses with worker to deterrminie vahidity of reports
Discusses with peers to determine vaiidity of reports

Makes decision 1o continue employ ment

(o B4 NS 084

RESEARCH-THEORY FUNCTION.

TO CONCEPTUALIZE THEORETICAL MODELS

Perceives probiem in fieid to 1dentify gene:al research problem

7 Analyzes general probiem to i1dentify specific problem areas

& Sejects problem areas to himit specific prcbiem

6 Analyzes probiem areas to define specific problem

5 Combines specific problem factors to make concise probiem
definstion

6 Translates problem statement to 1dentify solution parameters

6 Reads problem/sciution parameters to brainstorm solutions

6 Discusses problem with coliecgues to bra:nstorm solutions

7 Combines ideas to generate new ideas

7 Trauslates ideas 10 other forms to generate new ideas

6 Seeks out research iInformation to support. negate alternative
ideas

7 Seeks out research information to generate new 1deas

5 Compares solutions/information to evaluate proposed
solutions

6 Compares soiuttons/information to generate new solutions

6 Synthesizes proposed solutions to converge on tentative medel

5 Discusses model with colleagues to run reality test of model

5 Compares model with known gdata 10 run reality test of mode!

5 Analyzes reality test results to revise model

6 Writes paper to describe model
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" TO CQNDUCT RESEARCH PROJECT

Identsfies general problerm to provide basis for research study
Reads journals to identify appropriate funding sources
Contacts colieagues to identify appropriate funding sources
Writes proposal to obtain funds for research study
Formulates specific hypotivesis to conduct research study
Designs research methodoiogy to test hypothesis

Reads proposal to identify, project objectives

Analyzes objectives to define project activities

Analyzes activities to determine time for each actvily
Combires umes to develop project timeline

Develops budget to support research project
——-————Transmrts proposat tofundmgtoobtainfunds forTesearch - —
study

Negotiates with funding source to clanfy details of proposat
Reads resumes of current staff to ident:’y possible project staff
Speaks to current staff to identfy possible project staff
Compares capabilities with nreds 10 select project staff
Matches staff to activit:es to identify gaps in staff
Reads file of prospecti.e staff to artempt o fill staif gaps
Speaks with prospective sta¥f to evaiuate qualifications
Compares appiicants to select staff

Hires personnel to staff research project

Explains project to staff to train s:aff

Explains tasks to be done to train staff

Contacts individuals or schools to obtain subjects for study
Develops treatment to create experimental conditions
Develops instriiments to measure effects of treatments
Administers treatmeniy/tnstrument to collect data

Collctes data to mea :ure effects of treatments

Anaiyzes data to measure effects of treatments

Supervises personne! to ensure correct data coliection
Supervises personnel 1o ensure correct data collation
Supervises persannel 1o ensure correct data anaiysis
interprets data to evaluate validity of hypothesis

Listens to staff to solve project problems

States alternative sclutions to solve project problems
Selects best solutian to solve project problems

Writes progress repbns to inform mormitor of progress
Reads progress reports 1o evaluate project progress

Writes final report to disseminate research findings
Transmits report to funding source to disseminate research
findin s

Writes articles to disseminate research fincdings

Designs presentations to disseminate research findings
Reads papers at conventions to disseminate research findings
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TO ANALYZE RESEARCH DATA

Speaks with researcher to understand data to be analyzed
Reads research proposal to understand type of data collected
Reads research proposal to understano siudy objectives
Translates objectives 1o define categones of responses
Reads data to determine if categories fit

Classifies each response to put responses iNto categortes
Counts responses in each category to summarnze data
Analyzes objectives/data type to select stausucal formula
Reads formula to define computation sequence

Translates data into formula to perform staustical analysis
Operates calculator to perform statistical analysis

Reads statistical tables to perform staustical analysis
Compares data analysis with tables to determine significance
of data

5 Examines objectives/data analysis to interpret meaning of data
6 Writes pape: to explain ~utcome of study

O
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IMPROVE STANDARDS OF RESEARCH PROJECTS
Defines basic/applied research to design guidelines for
research

Cesigns standard test formats to design guidelines for research
Specifies resources avaitable to des"gn guidelines for research
Designs systematic procedures to design guidelines for
research :

Advises researchers to nform on psychological principles

PERFORM FCASIBILITY STUDY ON NEW EQUIPMENT

Analyzes idea for new equipment to develop method for
feasibility study

Develops methodology to dosign feasibility study

Writes general specifications to design prototype equipment
Asks questions of engineers to determine technical
specifications

Draws concrete plans to aesign prototype equipment

Calls production department to have prototype produced
Demonstrates operation of prototype to get feedback on
performance )

Rgvuses design plans to improve prototype

Cails production department to have prototype revised
Assess<=s potential market to develop product cost data
Calculates materials/labor costs to develop product cost data
Divides cost by market to determine unit product cost
identifies simi!ar products to determine competition
Compares unit prodiict cost to determine product
competitiveness

Analyzes market/cost/compet ‘on to make recommendaticn
Writes report to fisseminate tesults of study

CONDUCT SURVEY OF MEDIA USAGE

Copies from inventory to list equ.pment and matenals
Analyzes survey objectives to compile usage questions
Analyzes survey objectives to compile responsa categones
Copies information from list tc address questionna.
Checks list to note returned questionnaires

Prepares tally sheet to summarnize data

Tailies responses t&summarze data

Wntes summary of data to report {0 supenrsisor

DESIGN FUNCTION.

TC DESIGN EQUIPMENT SYSTEMS

Analyzes goals of organizatior to determine communication
needs

Translates communication needs to identify technical systems
v./ntes general specifications to descnbe techmcal systems ’
Analyzes other equipment systems to determine external
constraints

Analyzes physical facilities to determune physical constraints
Analyzes monetary considerations to determ:ne financial
constramnts

Analvzes constraints to identify alternate systems

Analyzes constraints to u€ aufy alternate formats

Examines aiternaie systems to develog initial budget

Projects system growth to develop projec’ »d budget
Discusses with engineer to determine interface of systems
Reads tecbnical fliers to identify components of system

Reads technical fliers to determine electncal interface

Reads technical fliers to determine physical interface

Selects components to meet interface requirements

Analyzes physical consiraints to draw physical schematic
Analyzes electrical dezails to draw wiring diagrams

Whrites detalled specifications to describe system components
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DESIGN IMPROVED TRAINING EQUIPMENT

Writes critena for needed device to ensure compatibility with
system '

Transiates critenia for device to develop technical specifications
Compares devices with technical specifications to choose most
appropnate _

Designs prototype device to meet technical specifications.
Assembles prototype to test design feasibility

Assigns prototype to feld center to test design feasibility
*erforms cost analysis to compute cost product dar .

Writes technical specifications for contract to 1nitiate
production of devices

DESIGN NEW FACILITIES

Analyzes work to be done to specify design needs

Analyzes equipment systems to determine space requirements
Examines current floor plans to determine space constraints
Analyzes budget to determine cost constraints )
Analyzes physical construction to determine physical
constraints

Analyzes equipment specifications to determine spec:al
requirements

Visits other facihitres to get ideas for design -

Reads brochures to 1dentify best designs

Draws rough floor plan i commun:cate design needs
Ciscusses with architect to clanfy design needs

Examines biueprints to suggest improvements

PLAN INSTRUCTIONAL SPACE

Discusses with teachers to identify instructional pattern
Analyzes instructional paitern to determine space needs
Draws floor p'ans to meet instructiona! pattern
Discusses with teachers to 'dentify best floor pian
Submits chosen floor ptan to get approval

PRODYUCTION FUNRCTION.

TO
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PRODUCE AV BULLETIN

Selects articles on AV to compile ibrary of matenals
Reads nfo:mation in files to choose suitable subjects
Compies information from files 1o wrie short anicies
Arranges maternais on sheet io desian layout

Gives insiructions to have cop:es mada

EVALUATION-SELECTION FUNCTION.

TO DEVELOP A CLIMATE SUPPORTIVE OF EVALUATION

5

OO o0,
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TO
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Reads key educational journals to assess attitudes to
evaluation

Talks to educational leaders to assess attitudes to evaluation
Speaks to client group t¢ identify special probiems

Speaks to client group to develop rappor with group

Instructs client group to explain purposes of evaluauon
Instructs client group to explain role of evaluator

Discusses with chient group to answer guestions re evaluation
Discusses with client group to emphasize non-*hreatening
evaluation

Speaks with individual members to reduce specific :nhibitions
Speaks with ciient group 0 invite participauon 1n evaiuvation

PLAN AND FOCUS PROJECT EVALUATION

Reads project proposai to determine objectives to be evaluated
Analyzes project personnel/organization to determine dec sion
makers

ERIC
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Speaksswith decision makers to define.decisions 10 be, made
Translates project proposai/reports to spectfy project
assummptions .

Translates profect proposal/reports to specify criterta for
decision :

Observes project 1n operation to learn project procedures
Speaks with pro;ect staff to learn project procedures
Tr~nslates objectives to spec:fy student behaviors

Reads prdposal to cetermine dates for evaluaticn reports
Reads proposahto determine audience for reports

Reads research literature to 1dentify similar evaluation projects
Synthesizes needs/evaluation knowledge to develop
evaluation pians

Speaks to content.’technical exoerts to obtain review of
evaluation plans

Translates evaluation plans to identify spexific evaluation
activittes

- Analyzes activities to determine staff/ume/resources |

DEVELOP EVALUATION MODELS AND TECHNIQUES

Discusses with rhent or associates to 1dentify evaluation
problem

Analyzes audience for informatiorn to determine characteristics
Analyzes evalua"tlon problem 1o determine decisions tu be
made

Analyzes decisions to be made to determine information -
Analyzes time Lhrmits 10 determine time constraints
Analyzes manageability of project to determine constraints
Analyzes study costs to determine money constrainis
Translates information needs to identify values to be measured
Formulates value parameters to sele.” behaviors reflecting

eds

values
Sets prionties among values t~ assign 'mportance 1o behaviors
Selects appropnate nuicaiors to measure vaiues and behaviors
Translates ndicators to develop criteria for evaluation
instrument
Compares instruments/criteria to setect evaluation instrumeni
Translates cntena to develap needed eveluation instrument
Designs data collection st.ategv 10 obtain measures of
indicators
Sets up data processing procedure to analy-e data
Seis up data wranslauon procedure 10 obtain answerss from data
Transiztes medel decisions to put in mathemat:cal format
T:ansiatas mcdel decisions 1o put in graphical form
Compares model and cbjectives to test model effectiveness
Compares mode! and client needs to test if model
commun-cates
Analyzes cost of mode! to determine 1t feasible
Runs sample data throcugh model to field test for
Applies modél to other projects t;:f}est whether

Y
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TO COLLECT. PROCESS. ANALYZE. AND INTERPRET
EVALUATION DATA
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Reads evaluation model/instrument to become aware of
information needs

Reads evaluztion model/instrument to 1dentify sources for
evaluation data

Calls school to arrange for evaluation data <ollection

Writes methodology to collect evaluat: 1 daia

Formulates sampiing procedure te coliect evaluation data
Selects time schedule to colliect evaluation data

Instructs personnel to collect evaluation data

Administers instrument to collect evaluation data

Records responses to instrumert to collect evaluation data
Writes format to code evaiuation data

Compares ‘esponces and answer key to score evaluation
insiruments

Cails computer center to arrange for data processing

Reads computer progran: hbrary to select computer program
Supervises data nrocess:ing to translate data to usable format
Reads evaluation model to select statistical procedure

o
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5 Supsarvisas data processing 10 analyze evaluation data
7 Translates results of analysis to interpret meantng of data
5 Compares data and objectives to provide answers to study

quesnons
7 Transiates answers 10 Questians to Indicate ali. rnative action
“stecs
7  Wirtes report to decision makers to transmie results/interpret
action

TO PREVIEW AND SELECT INSTRUCTIONAL MATERIALS

5 Views material to do inital screening
Analyzes techmcal quality to rerect poor quality items
5 Analyzes present curriculum needs to reject irreievant items
5 Analyzes future curncuium needs 1o reject irrelevant items
5 Compares viith teacher's meeds to reject ifrelevant items
5 Analyces possible uses of material to select most appropriate
5 Combines fsztors to eliminate obvious rejects
6 Examines svaluation methods to select best evaiuation
method
Writes hst of titles to prepare evaluation commattee preview list
Wrizes list of titles 1o prepare specialist preview list
Wntes annotation to descrnbe material
Compiies annotation and comment sheet to collect evaluations
5 Explains material to evaluators to lead evaluation session
Requests evaluators to write comments to gather reactions
S Asks guestions to gather reactions :
5 Leads discussion to gather reactions
5 Summanzes points mace 10 lead evaluation session .
5 Synthesizes comments t0 summarize evaluation
Tabulates recommendatons to summarnze evalddton - ..
6 Evaluates comments/recommendations 1o make purchase

s

decision
S5 Analyzes reactions. needs to develoD purchase prionties f
Makes I:ist of purchases to select matenals for purchase\ .
Sends list 10 director to purchase matenals
Sends reactions to producers to inform producers of reactions
Calls teachers in one school building to evaluate matenals .
Shows materials to teachers to lead evaluation session
As«s questons re material utilization to gather reactions
Listens to teacher comments to gather reactions
Asks queshons re teacher material needs to gaiher reactioas
5 Writes suggeshons to tead evaiuation session
6 Synthesizes teacher reactions to make purchase decision
Sends suggestions tc diresior to inform director of needs
Sends suggestions 1o producers to inform producers of needs
Calls students/teacher in a class to evaluate material
5 Shows material to students to field test material ha—,
S  Asks students questions 1o determine if gbjectives are meét -
5 Analyzes success In meeting objective:to field test material
5 Asks students 10 evaluate materia! to field test material
6
6

Svnthesizes student reactions to make purchzsagscisions
Examines success 1n meeting objective to make pur se’ .
decisions . N

«

TO EVALUATE INSTRUCTIONA‘L MATERIALS :

6 Writes guidelines to select evaluation committee

.Gives guidelires to advisory panel to obtain reaction/approval

5 Translates guidelines to seiect commiltee members
- Checks calendar to set dates for evaluations
Calls auditorium coordinator to schedule evaluation sessions
5 Reads iiterature to select items for evaluation
5 Talks to salesmen to select items for evaluation
Reads memos from teachers to determine materials needs
5 Screens inputs to select items tor evaluation
Organizes matenals in groups to prepare for evaluation
sessiens

Q
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Writes list of items and dates to order items for preview
Gives instructions to sta#f to have preview materials ordered
Attends evaluation committee meet:ng to {ead discussion
Asks questions 10 determine Qppllcatlon/use

Coliects committee evaluation: to compile evaluaton report
Attends staff evaluation session 1o [ead ©  -ussion

Asks questions fo determine applicat: on/use

Discusses with staff to clarify materiais needs

Collects sta¥f evaluation to compile evaluation report
Combmes evaluetons to develop evaluation rating

Sends evaluatio:n rating 10 computer to have evaluation rating
stored

TO EVALUATE FILM HCLDINGS

Requests secretary to have list of oid films compiled
Requests content specialjsts to have them preview old films
Previews old films to evaluate physical condition

Makes decisicn to recommend destroying old film

Gives instructions to have old film destroyed

SUPPORT-SUFPLY FUNCTION.

TO IMPROVE EQUIPMENT ACQUISIT!ON PROCEDURES

5 Writes technical specificaticns for equipment to evaluate
proposals of contractor

5 Designs basic parameters of device 1o specify for producticn

5 Writes gu:delines to specify menimum specifications for
equipment

5 Performs cost analysis tc recommenc equipment
Discusses with management t0 encourage purchase of

. equipment
Compiles list of recommended equipment to inform field
personnel )

TO IMPROVE CATALOGIMG PROCEDURES

Discusses with salesmen to identify new cataloging techmgues
Evatuates use of microfiche to design 2utomated system
Evaluatés use of microfilm to desigr. automated system

5 ‘Aaalyzes engineering demands 10 design automated system

Arralyzes equipment standards handbook to recommend
standard definiions

Lists recommended definiions to standardize definitions
Discusses with management to recommend standard
definitions

Wr:ites proposal to recommend venfying course card

TO CATALOG MATERIALS

~Assigns sequential control number to cataiog new matenals
Compares utie with catalog to determine If already catalogued
Assigns code from accession list to identify matenals
Reads course materals to insure correct catalog notat:ons
Reads new matenals to classify materials
Assigns subject headings to classify materials
Previews film to wrnite catalog description
Writes short description of film to catalog film
Reads review of materials to write catalog description
Determines standard notation to prepare 0 catalog
Checks classification list to cross-index matzrials
Reads review of maternals to Cross-index materials
Cross-indexes materials to facilitate location
5 Reads curricuium guides to classify matenals in curriculum
areas N
Analyzes areas to identify curnculum topics
Groups curriculum topics to assign to grade levels
Adapts commercial catalog cards 1¢ ¢atalog to local needs
Checks catalog notation to 1nsure accuracy

[+4]
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Alphabetizes cataiog cards to prepare for filing
Removes out of date cards to keep cataiog files current
Lists new maternials 1n catalog 10 update catalog
Operates typewriter 1o type ¢ataiog

IMPROVE DISTRIBUTION SYSTEM

Analyzes flow to identify major steps

Discusses with workers to identify major probiems
Examines forms used to identify needed improvements
Designs new {/.-ms 10 improve record keeping

Plans new schedu..' g system to improve scheduling
Examines current routing lists to 1dentify major problems
Plans new routing list to 1mprove cirrculation

Analyzes cirzularnon records 1o compute usage figures
~dds up times equipment used to compute usage figures
~nalyzes usage fiqures to project eguipment needs

Lists projected equipment needs to provide budget information

LOCATE CURRiCULUM MATERIALS

Reazds fliers and magazines 10 (dentify curriculum materials
Files references by subject area to compile matenals fle
Discusses with teacher 10 determine needs and objectives
Analyzes materiais file 10 select references

Discusses with teacher t0 evaluate matenials availlable
Discusses with teacher to explain reference sources
Advises teachers 10 inform of matenais available

Reads curnculum matenals to inform of materials available

UTILIZATION FUNCTION.

T0

HELP STUDENT IDENTIFY LEARNING INTERESTS AND

SELECT OBJECTIVES
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Traveis to school buillding to make self avaiiable to students
Listens to student to iniiate conversation

Reads stucdent records to 1dentify relative education
ach:evement

Procoes student to identify interest and taient

Reads student records to 1dentify social‘ethnic differerce
Reads student records to idenufy interest ai: .de
Con.erses with student to ident:fy interest and talent
Responds to student tO encourage learning interests

Makes suggestions to student to identify interest and talent
Reads student records to 1dentify past learning in area
Reads student reccords to identify iearming difficulties 1n area
Discusses with student to review past learning and problems in

area

Discusses with studenat to identify implication of pas: for
oresent

Analyzes with s: ~ent to nNarrow :;nterest based on pas?
cresent

A alyzes with student to irc ~slate interest (o broad objectives
Speaks with student tc provice inpul on broad objectives
Analyzes with student 1o Narrcw broad objectives

Analyzres with student to transia'» broad interest to behavior
obiectives

Evaluates behaviorai ob2ctives with studen: 10 satect
obtectives of immed:ate nterest

Analyees with student to develop learning sequence for
objectives

RIC
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HELP STUDENT SELECT LEARNING ACTIVITIES TO

MEET OBJECTIVES
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Administers tests to student to test student learning styie
Reads test results to analyze student iearning styie

Instructs student to explain learning style

Discusses with student to explain 1dea of learning preference
Reads listing of learning activities to 1dentify pre-packaged
activities 1 system

Reads listing to identify learnin activities related to objective
Compares student and ac:nty objectives to select activities
relevant to stucent

Discusses wrth student to explain different activities
Analvzes learning activities to identify human/media mix
Analyzes learning activities to 1dentify individual/group mix
Compares activities/learn:iig style to 1dentify matches
Discusses with student to dentify student learmng preference
Combines activity/stvle: preference to make learming activity
suggestions

Discusses with student to evaluate suggested activities
Listens to student feedback to 1dentify problems with current
learning activity

Combines different activities to generate new sets of activities
Discusses with student to evaluate combined activities
Listens to feedback from student to (dentsfy activity problems
not solved

Discusses with student to identify student :deas for iearning
activities

Consuits with studen: "2 help design individual learning
activities

TO LECTURE/MAKE MEDIA PRESENTATIONS TO LARGE
STUDENT GROUPS

5
5

Se
5

Speaks to students to 1dentify objectives of presentatio.
Speaks to students to explain imporiance of objectives
Discusses with students to identify group expectations for
presentation

Speaks to students to present |ecture information
Speaks to students to explain special med:a techniques
Operates media equipment to present information
Ciscusses with students to ask students guestions
Analyzes questions’/answers to evaluate student
uiiderstanding

Analyzes questions answers !0 evaluate presentation
effectiveness

Observes student behawvior to evaluate presentation
effectiveness

Translates evaluat:on to change presentat:on

Listens to students to respond o student questions
Speaks 10 students to respond to student questions

TO MON!TOR INDIVIDUALIZED INSTRUCTION/SELF-
INSTRUCTIONAL MEDIA

[$)]
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Writes on studernt record 10 note student att2ndance
Writes on student record to note learning activity used
Checks materiais tor learning cclivity 10 cherk if ready i~
student

Calls center to obtain mussing components

Observes stude:its using matenals to :dentify problems in
handling materals

Discusses witn stucd~~t to explain handling ~f rnatenals
Observes siudents using maternials to 10entify probiems in
understancing

Observes students using materials to 1dent:fy problems in
perforrming activities

Discusses with student to ascertain If problem

Discusses with studen? 0 solve prokblem if simple
Discusses with studzrt to recommend tutor to scive problem
Calls tuter to arrenge for student sesston



UTILIZATION-DISSEMINATION FUNCTION.

TO MAINTAIN PROFESSIONAL STATUS/KEEP UP IN FIELD

o1+ ))
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Reads books/journal articles to learn i1ssues/new knowiledge
Jotns professional associations to learn issues/new knowtedge
Joins professional associations to develop professional
contacts

Attends conventions to learn 1ssues/new knowledge

Attends conventions to develop professional contacts

Writes articles/convention papers to disseminate new ideas
Writes articles/convention papers to gamn recognition in fieid
Discusses w:th colleagues to understand ssues 1n field
Discusses with colleagues to 1dentify positions 1n field
Discusses with salesmen to become informed of new products
Circulates fliers to inform sta® of new products

Ma:ntains file of new equip’ -t to keep informed on
technology

TO DEVELOP DISSEMINATION STRATEGIES FOR
TEACHER TRAINING PROJECT
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Reads teacher training matenals to 1dentifv target audience
Reads re target audience to :denufy key gecaraphical areas
Reads re target audience to identify key inst:tutions
Reads re target audience to identufy key inciv.duals

Analyzes dissemination matenals (o cent'’* = T~ n<niunon
needs -

Analyzes disseminaiion maienals tc genufy sitaf
needs .

Analyzes dissermination matenais ¢ :ent ies

institution needs

Analyzes disseminaticn matens = :C e -
institution needs

Analyzes dissemination matene. 5 to 1G&;
nroblems

Translates materials to 1St Denet "~ 1c 'nstitul

Analyzes rnethods of invoilverment : JObve: INSLITLL Lo N
process

Analyzes methods of involvement to .. »ve individuals i

boseT Cocredit

process
Exarmines insytution tnfluence patierns to .. fy
dissemination flow

Synthesizes benefts/involvement/propiems o develop
dissemination planr

Discusses with colleagues to evaluate dissemination plan
Speaks with interested institution 1o fieid-test dissermunation
pla:

Admin:_ters plan to field-test dissemination plan

Examines increased use of matenals to evaluate disseminat:on
olan

Spraks with other institutions to operationalize dissemination
plan

TO EXPLAIN INDIVIDUALIZED iNSTRUCTION PROJECTTO
VISITORS

auo gy n
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Speaks to visitor of supernior 1o receive reguest for information
Talks with visitor to get acguainted-d.scover needs
Qperates shde projector 1o make preseniation on Project
Discusses with visiior ‘o explain project

Listens to visitor to identify guestions re project
Discusses wiin viSitor 10 answer gquestions re project
Ins:ructs visitor to summarnize project charactenstics
Drives vi3itor 10 S2hooi 10 Show project 1n operation
Instructs visitor 10 descrnibe layout of classroom
Observes rlass with visItOr to see pro:ect 1N acticn
Discusses with visitor to tdentfy charactenstic activities
Listens to visitor to sdentify questions re pro;act

Q
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Discusses with visitor to indicate act:vities answerng
questions ‘

Guides visitor tour to keep vis:tor out of teacher's way

Speaks with students ieachers to arrange fo: discussions with
viS:iT0r

Lies .10 wisitor student/teacher discussion to provide he'p if
needed

Discusses with visitor t0 summarize project

Collates project literature to Qive matenals 10 visitor

PROVIDE INFORMATION ON AV CENTER

Defines media services avaiable to prepa:e for brochure
Groups media services avalable to prepare for brochure
Estimates cost per item to prepare price list

Gives instructions to have brochure designed

Anaiyzes clients of center to defire potential audience
G:ves instructions to have cop:es of brochure mailed
Designs briefings to descrnbe center operation

Writes briefing guide to provide briefing guidelines
Conducts briefings to describe center operation

Uses telephone to answer G. .3lioNs

Talks with visitors to desc:ibe services available

Tatks with visitors to descnbe catalog:ng system

Talks with visitors to a@ssist 1n locatng materniais

Operates AV production eguipment to demonstrate operation

CONSULT ON MEDIA USE AMC DESIGN

Advises outside personnel 10 1mprove use of media
techmiques

Examines building bluennnts to suggest /mprovements
Adwvises outside personnel to improve training center gesign
Gives multi-media presentation to demonstrate use of media
Discusses with audience to clanfy media principles used
Exarmines prototype materiais 0 suggest improvernents
evaluate

Serves on commuttees to disseminate informatior on media

PROMOTE INCRE 3ED USE OF INSTRULCTIONAL

TELEVISION (iTV) N
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Discusses with content speciaiists 'o dentify appropriate parts
of course ’

Designs model 10 clarify method: mecia decisions

Analvzes research on ITV to 1dentify relevant factors

Analyzes cos: effectiveness to demonstrate advantages nf iTV
Discusses hardware sy.iems to evaluate etfeciiveness
Observes hardw::-e syslems t0 evaluate effectiveness

Writes report to management to propose instailation of 1TV

REPORY TO MANAGEMENT .

Analyzes work performed in unit 10 prepare work pians
Assigns work weeks to functions to prepare work dians
Estimates work (o be pe:formed to prepare work . dns
Anaiyzes w- -k plans to develop supporting budaet
Develops siar trme output budaet to supporn work nlans
Wnies progress reports to describe work performuc

INFORM TEACHERS ON MEDIA

Discusses with teachers to inform on matenais and equipment
Assesses teach:ng needs 1o suggest «cppropriale maiernals
Circulates information to inform on mater:als and equipmen:
Plans workshops to cemonsirate AV sences

Writes notice to announce demonsti31:cn

Operates AV equibment to demonstrate operation

Givas mu' dia presentation to infurm ot AV senvices
Tives i o inferm on library proceduras
Gives lec. . 10 1inform on CAl programing

J.
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TO ADVISE PRODUCT PLANNERS ON EDUCATION

MARKET

5 Compiles suggestions of educators to suggest new products

5 Evaluates new product specifications 1o align with educational
expectations

5 Evaluates changes in products to determine effect on
educational apphication

5 Discusses with product planners to inform of educational

needs

TO FACILITATE FULLEST USE OF COMPANY PRODUCTS

oMo,

ldentifies company products to inform educators
Resolves usage problems to assist educators

Conducts workshops on products to assist educators
ldentifies need tc produce pamphlet en product

Writes pamphiet to describe application of product
Discusses with salesmen to inform ©n ¢company products

TO TEACH BASIC AV COURSE

6 Shows fiilmstnp to teach behavioral objectives

5 Describes approach to teach behaviorai objectives

6 Conducts simulated task aralysis to provide active learring

5 Encourages wnting of objectives to te3ch through active
learming

5 Encourages wnting of tests to teach through active learning

6 Describes media requirements to teach use of media in
instructuien

6 Descrnibes group size contingencies to teach use of media in
instruction

5 Advises students to assist in teaching with media

5 Adwvises students to assistin multi-media presentations
Operates equipment to demonstrate equipment operation

5 Teaches cver ZCTV toinstruct in mecia production

5 Teaches over CCTV toinstruct in graphiCs techimgues
Operates TV camera to record session for iTV

5 Adwvises students to inforra on graphics techniques
Operates mowvie cZmera to demonstra{e to students

5 Adwises students 10 assist it making film

5 Admunisters pre- and post-tests te reinforce teaching
Administers media skills test to evaluate student performance

5 Advises students to better master teacher relations

5 Advises students to inform on courses to take

5 Gives multi-media presentation to demonstrate use of media
Gperates mowvie projector to show exemplary films

5 Discusses with students to clanfy media principles

Q
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COMPETENCIES
FOR SPECIALISTS
IN
MEDIA PRCDUCT
DEVELOPMENT

ORGANIZATION MANAGEMENT FUNCTION.

PERSONNEL MANAGEMENT FUNCTION.

TO iMPROVE COMMUNICATIONS BETWEEN
TECHNICIANS AND ARTISTS

5 Chooses subject matter 10 encourage seminar discussion
Selects time and place 1o hold seminar
Writes notice to pubhicize seminar

S Designs an kit to demonstrate techrucal details

5 Conducts seminar to encourage diSCussion

TO SUPERVISE GRAPHICS UNIT

S Peviews job applications to make recommendations
Makes recommendations to director to assist 1n hiring

5 Assesses staff work to write performance reports
Writes performance reports to inform supenvisor

5 Discusses work load with staff to determine assignments
Assigns work to staff to meet goals of unit
Supervises staff to ensure work 1S completed

(3)]

Discusses with staff to reiay./interpret administrative
regulations

RESEARCH-THEORY FUNCTION.

TO CONCEPYTUALIZE THEORETICAL MODELS

Perceives problem 1n field to dentfy general resesrch problem

7 Analyzes general problem to 1dentify speciic problem areas

6 Selects problem areas to {imit specific problem

6 Analyzes problem areas to define specific problem

5 Combines specific probiem factors to make concise probiem
defimtion

6 Translates problem statemen: 1o 'dentifv solution parameters

6 Reads problem/sclution parameters to brainstorm solutions

6 Discusses problem with colleagues to brainstorm solutions

7 Combines ideas t¢c Generate new 1deas

7 T-.nslates ideas to other forms to generate new ideas

6 Seeks out research information to suppori/negate alternative
ideas

7 Seek. out research information 1o generate unthought-ofideas

5 Compares solutions/information to evaluate proposed
so:utions

6 Compares soiutions/information to generate new solutions

6 Synthesizes proposed solutions to converge on tentative model

5 Discusses model with colleagues to run reahty test of model

5 Compares model with known data to run reality test of model

5 Analyzes reality test results to revise model

6 Writes paper to describe model

TO CONDUCT PRESEARCH PROJECT

7 Identifies general problem to provide vasis for research study
S Reads journals to 1denufy appropnate funding sources
5 Contacts colleagues to identify appropnate funding sources
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Writes proposai 1o obtain funds for research study
Formulates specific hypothesis to conduct research study
Designs research methodology to test hypothesis

Reads proposal to identify project objectives

Analyzes cbjectives 1o define praject activilies

Analyzes activities to determine time for each activity
Combines times to develop project umeline

Develops budger to support research project

Transmits proposal to funding to obtain funds for research
study

Negotiates with funding source to clanfy details of proposatl
Reads resumés of current staff to identify possible project staff
Speaks to current staff to identify possible project staff
Compares capabilitres with needs 1o select project staff

M atches staff to activities to 1Gentify gaps in staff

Reads file of prospective staff to attempt to fill staff gaps
Speaks with prospective staff to evaluate qualifications
Compares applicants to seiect staff

Hires personnel to staff research nroject

Expiains project to staff to train staff

Explains tasks to be done to train staff

Contacts individuals or schnols to obtain subjects for study
Develops tredtment to create experimental conditions
Deveiops instruments to measure effects of treatments
Administers treatment/instrument to collect data

Collates data to measure effects of treatments

Analyzes data 1o measure effects of treatments

Supervises personnel to ensure correct data coliection
Supervises personnel to ensure correct data collaton
Supervises personnel to ensure correct data analysis
Interprets data to evaluate valhicity of hypothes:s

Listens to staff to solve project problems

States alternative solutions o solve project problems
Selects best solution to <nlve project problems

Writes progress reports to inform monitor of progress
Reads progress reports to evaiuate Droject progress
Writes final report to disseminate research findings
Transmits report to funding source to disseminate research
findings

Write’, articies to disseminate research findings

T ..~ns presentations to disseminate research findings

- - s papers at conventions to disseminate research findings

ANALYZE RESEARCH DATA

Speaks with researcher to understand datz to be analyzed
Reads - "search proposal to understand type of data coliected
Reads research propcsal to understand study objectives
Translates objectives to define categories or responses
Reads data to determine if categories fit

Ciassifies each response 10 pul responses into categories
Counts responses in each category to summarize data
Analyzes objectives/data type to select statistical formula
Reads formula to define computation sequence

Translates data into formula to perform statistical analysis
Operates calculator to perform siatisticai analysis

Reads statistical tabies to perform statistical analysis
Compares data analysis with 1ables to determine significance
of data '

Examtnes objectives/data analysis to interpret meaning of data
Writes paper to explain outcome of study

IMPROVE STANDARDS OF RESCARCH PROJECTS

Defires ~asic-aoplied research to design guidelines for
researcn

Designs s:andard test formats to design guidelines for research
Specifies resources available to design gu-delines for research
Designs systematic procedures to design guidelines for
research

Advises researchers 1o Inform on psychological principles
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TEGIES FOR CAt

Reads research literature to select relevant learning theories
Selects expenmental CAl materiais to run learning strategy
experment

Reads CAl matenals to idenufy computer’s part

Speaxs to students to arrange for lesson simulation

Operates tape recorder to record lesson simulaton

Asks questions from CA! lesson to try out lesson

Writes student responses to try out lesson

Analyzes mistakes to identify need for tutorial help
Forrmulates strategy to help student to correct mistakes

Talks with students to try out tutorial strategy

Analyzes students’ responses to determine success of strategy
Formulates arother strategy to correct mistakes

Talks with students to try out second strategy

Analyzes students’ responses to determine success of strategy
Speaks to student to end lesson simulation

Listens to tapes of student sessions 10 summarize tutona!
strategies

Analyzes tutorial strategies to identify common elements
Analyzes tutorial strategies to identify successful eiements
Analyzes common/successful elements to derive genera! rules
Analyzes research literature/tutor behavior to derive
specifications for CAl tutor system

Translates tutor system specificat:ons to develop decision
model

Translates decision model to develop programming flowchart
Translates programming flowchart to write computer program
GCperates computer terminal 1o print out tutorial strategy
Reads print-out to check program

Speaks to students to arrange for lesson simuiation

Observes students interaction with jesson ta try out {e~son
Observes effect of tutorial strategies to try cut lesson
Analyzes student errors to evaluate iesson/tutor strategies

DESIGN FUNCTION.

TO DESIGN INSTRUCTIONAL MATERIALS FOR COURSE
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Discusses with instructors to define training problem
Describes cntical incidents to define traimng problem
Specifies tasks to identify terminal behavior

Defines objectives for course to identify terminal behavior
Writes overall design for course to organize content
Prescribes content area of course 10 organize content
Defines entry behavior of students to determine content
Writes technical draft to define tratning probiem
Discusses with instructors to identify teaching strategy
Rewrites technical Zraft to rmprove training pragram
Designs pre- and post-tests to evaluare effec’.iveness of
program ’

Evaluates extant materials to identfy suttable content
Selects appropriate materials and media t0 Organize course
Researches in literazure to locate exampies of simuiation
Designs role plays 10 mz2et training need

Teaches course tc evaluate effectiveness of materials

CESIGN PROGRAMED INSTRUCTION MATERIALS

Discusses with client to Jefine problem area

Questions client to delimit probiem areea

Reads client’'s current materiais to research problem area
Analyzes subject matter to 1dentify segments for programing
Discusses with ciiant to define t3rget population
Analyzes potenta! audience to state assumptions about
learners

Discusses with client to define general objectives
Analyzes subject matter to state troad objectives

Peric rms task analysis to organize content

Restates task analvsis to design flow chart

Analyzes flow chart to write behavioral objectives

5~



Discusses with client 10 refine behavioral oObjectives
Discusses with client to identify essential objectives
Listens 1n meeting to understand political aspects
Discusses with content experts to understand content
Discusses with chent to reconciie conflicts in data
Discusses with client to revise behawvioral objectives
Analyzes objectives/flow cnart to write content outline
" Wnites brief draft of program to organize content
Analyzes content outline to select appropriate media
Analyzes content outline to seiect model/paradigm
Reviews content 1o sequence presentation
Analyzes content to determine units and frames
Transiates objectives/content 10 write program frames
Revises draft of program to reduce step size
Analyzes objectives to write pre- and post-tests
Locates technical informatuon to design visual chart
Analyzes technical information to design visual chan
Organizes pilot test to try out program
Evaluates pilot perfcrmance to evaluatc program effectiveness
Revises program to improve quality

i
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TO DESIGN MATERIALS FOR INSTRUCTOR TRAINING
COURSE

S Analyzes task list to group in logical clusters

S Analyzes task groups 10 expand into objectives

S Writes behavioral objectives to organize ¢ .. content

S Analyzes behavioral objectives to select method of instruction

S Designs content of unit to fulfill components of objectives

S Wntes instructor activities to clarify and expand course content

S Decides on use of visuals to illustrate content

S Wntes summary of iesson te clanfy lesson content

S Teaches pilot lesson to tuime length

S Wntes supplementary handbook to assist in teaching course

5 Designs evaluaticn sheets to elicit student reaction 10
matenals

5 Pilot tests to evaluate erfectiveness of matenals

S Analyzes evaluanon sheets to assess student reaction

S Revises instructional materials to improve quality

Gives instructions to have matenals distnbuted

TO COORDINATE DESIGN OF INSTRUCTOR TRAINING

COURSE
~
N
5 Dcusses with director to outline course design

Identifies planning task force to deveiop task list
Pi3gs conferences to develop task list
Discusses with course writers to develop behavioral objectives
Wr:tes operations plan to organize course development
Estimates time factors to organize course development
Selects site for pilot test to evaluate effectiveness of course
Discusses with tramning officer 1o arrange for pilot tes?
6 Cntiques draft course matenals to improve qualhity

Discusses with publications to organize mass production
S Esumates number of copies needed to infcrm publications
Wntes memos to Seid personnel to inform on progress of
course
5 Conducts briefings 1o intorm on progress of course
S VVrites report to management t., :~form on progress of course
S Designs evaluation forms to evaluate effectiveness of course
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TO WRITE UNIT FOR INSTRUCTOR COURSE

S Analyzes iearning modes to st characteristics
S Assigns modes 1¢ objectives 1o provide model for instruction
5 Analyzes lesson plan construction te List charactenstics
5 Desians sample lesson plans to grovide model for instruction
S Analyzes test construction to st charactenstics
5 Designs sample tests to provide models for instruction

Q
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TO WRITE INSTRUCTORS GUIDE FOR INSTRUCTIONAL
MATERIALS
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TO COCRDINATE DESIGN OF AUTOMATED PRESENTATIONS
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Analyzes objectives t0 restate more fully

Assesses tme spent in pilot to indicate ume for items
Analyzes content and time 10 wrnite schecdule

Analyzes unprogramed segments to write lesson plans
Analyzes objectives to write pre-test

Analyzes objectives to write practice exercises
Analyzes objectives to write role plays

identfies field personnel to seiect program developers
Evaluates wtitten program to suggest improvements
Asks clanfy:ng questions to suggest improvements
Analyzes step size to evaluate written program
Suggests revisions 1o 1mprove written program
Discusses with producer to clanfy production details
Analyzes script to assign pauses and tape Stops
Examines draft visuals 1o assess correlation with script
Analyzes program to assess logical development
Chooses subjects to test out prototype program
Schedules testing session 0 test Qut prototype program
Evaluates results from test to test out prototype progre °

TO DEVELOP INSTRUCTIONAL PACKAGES FOR
INDIVIDUALIZED INSTRUCTION (11)
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Negotates contract with customer tc init1ate project
development

Instructs customer in 1l to define problems 1n process
Instructs custemer 10 ¢l to define changed concepts of
nstruction

Instructs customer 1n | to clefine effects on curniculum
Instructs customer in il to define new role of testing
Consults with client to determine client roles

Consults with chient to determune company roles

instructs customer 1n logistics to define work/money/time
relationships

Questions chient to define wants/needs and their reiationship
Consults with chient to feedback goals for project

Analyzes instructional setting to define learning environment
Anélyzes Droject goals t¢ define criterion performance
Translates critenon performance to define learning object:ves
Analyzes current content to decide if teaches to obiectyves
Analyzes current conten? 1o determine procedures leatner mus:
do

Analyzes currar: content to define aiternative procedures
Synthesizes ob ~ctives/content to define needed new content
Extrapolates fro— content/objectives 1o define teaching
strateg:es

Translates teaching strategies to make mediz selections
Coordinates materials procurement 1o proviie needed audio
and visuals

Reads final scrip? to edit content/sequence’/ambiguty
Writes introduction to materiais to describe materiais
utthzation

Piays role of student 1¢ field test matenals

Speaks 10 ciient to set up review panel

Shows matena's 10 clien: to obtain review and comments
Translates suggestions to mMmake revisions

Sends materiais 1o chient to fulfili contract



TO DESIGN MULTI-MEDIA PRESENTATIONS
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Looks at organization projects to find production opportunity
Identifies projecis related to idea to find production opportunity
identifies amenable project directors to find production
opportunity

Speaks to project directors to persuade to produce
presentation

Discusses with project director to ascertain audhience/objective
Calls associate to obtain design assistance

Examines meaning of idea to clanfy presentation subject
Considers philosophy behind 1dea to clarfy presentation
subject

Considers ways of presenting 1o clanfy presentation subject
Considers media involved to clanfy presentation subject
Analyzes presentation subject to write general objectives
Breaks down general objectives to define behavioral objectves
Conceives ways of meeting objectives to develop treatment
Transtates objectives/ireatment to determine sequence
Translates obiecnves/ireatment to determine content
Tranms!ates objectives/treatment to determine media
Synthesizes objectives/sequence/content/media to develip
presentation outline

Synthesizes objectives/sequence/content/media to determine
needed visuals

Synthesizes objectives/sequence/content/ media to determine
needed audio

Synthesizes objectives/sequence/content/media to determine
odors. tastes. touches

Compiles needed sensory inputs to develop storyboard
Translates storyboard to develop presentation specifications
Transmits specifications to production function to have
presentation produced

DESIGN EQUIPMENT SYSTEMS

Analyzes goals of ¢ rganization to determine communication
needs

Translates commurmcation needs to identify technical systems
Writes general specifications to describe technical systems
Analyzes other equipment systems to deterrmine exte.nal
constraints

Analyzes physical facilities to determine physical constraints
Analyzes monatary considerations to determine financial
consira.nts '

Analyzes constraints to identify aiternate sysiems

Analyzes constraints to identify alternate formais

Examines alternate systems to develop nitidl budget
Projects system growth to develop projected budget
Discusses with engineer to determine interface of systems
Reads technicat flyers to identify components of sysiern
Reads technical flyers to determine electrical interface
Reads technicai flyers to determine physical interface
Selects components to meet Interface requirements
Analyzes physical constraints to draw physical schematic
Analyzes electrical details to draw wiring diagrams

Writes detailled specifications to describe system components

TO DESIGN IMPROVED TRAINING EQUIPMENT

(5]
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Writes critena for needed dewvice to ensure compatibility with
system

Translates critena for device to develop technicai spectficaticns
Compares devices with technical sgecifications to choose most
appropnate

Jesigns prototype device to meet technical specthications
Assembles prototype to test design feas:bility

Assigns prototype to field cente: 1o test design feasibiiity
Performs cost analysis to compute cost product gata

Writes technical specifications for contract to ininate
production of devices

RIC
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TQ DESIGN NEW FACILITIES
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Analyzes work to be done to specify design needs

Analyzes equipment systems to determine space requirements
Examines current flocr plans to determine space constraints
Analyzes budget to determine cost constraints

Analyzes physical construction to determine pnysical
constraints

Analyzes equipment spectfications to determine special
requirements

Visits other facihties to get ideas for design

Reads literature to 1dentify best designs

Draws rough floor plan to communicate design needs
Discusses with architect to clanfy design needs

Examines bluepnints to suggest improvements

PLAN INSTRUCTIONAL SPACE

Discusses with teachers to identify instructional patiern
Analyzes instructional pattern to determine space needs
Draws floor plans to meet instructional pattern
Discusses with teachers to identify best floor pian
Submits chosen floor plan to get approval

PRODUCTION FUNCTION.

TO SHOOT PHOTOGRAPHS ON LOCATION

TO
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Selects appropriate equipment to perform photographic
assignment

Selects appropriate film to perform photographic assignment
Loads camera to prepare for photography

Loads equipment 1n car to deker to tocation

Drives tc location to deliver equipment

Discusses witn client to clanfy assignment

Sets up tripod and camera to prepare for shooting
Tests light ievel to set camera

Operates camera to photograph

Writes information on assignment to keep record

PRODUCE VISUALS FOR PRESENTATION

Reads scrnpt to develop overall view

Discusses with author to clanfy details of piesentation
Analyzes script to 1denti'y major ideas

Rough ske._hes ||:|wages to convey message of script
Discusses with author to get aporoval of storyboard
Evaluates script to 1dentify needed realia

PREPARE MATERIALS FOR TV

Edits film footage to produce final film
QOperates movie projevtor to show film

Uses stopwatch to record running time of fIm
Splices film to produce continuous fortage

/DIRECT MOTION PICTURE

- £

PRODUC

Analyzes scnpt to write shot breakdown

Organizes shot breakdown (0 provide shot sequences
Analyzes production details to write production plan
Analyzes production plan 1o develop production budget
Analyzes productior plan to determine equigment needs
Analyzes production pian to determine talent/crew needs
Analyzes shot sequences ro determine needed location
Searches In tiie to select suitable location

Calls appropriate agency to schedule location

Makes arrangements to transport crew/ta!ent to focation
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TO COORDINATE PRCDUCTION OF SLIDE PRESENTATION
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Surveys location to revise shot breakdown

Gives instructions 1o sound crew to direct audio recording
Gives instructions to camera crew to direct shots 1o be taken
Gives instructions to talent to direct action for shots
Observes run-through to suggest improvements 1n film
Evaluates take 10 accept or reject film

Checks shot sequence to ensure all taken

Gives instructions to have artwork produced

Discusses with film editor to explain film concepis
Advises film ecitor to suggest improve ents

Views sequences of film to approve rough cut

Discusses with specialists to have rough cut approved
Surveys market potential to decide on number of copies
Gives instructions 10 lab to have prints produced

COORDINATE PRODUCTION OF AUDIOTAPES

Discusses with writers to improve audio standards
Edits script to improve quality

Analyzes scnpt to assign pauses

Operates tape recorder to produce scratch tape
Reads script aloud to produce scratch tape

Revises scratch tape to improve quality

Operates stopwatch and recorder to time scratch tape
Transmils script to narrator to have tape produced
Schedules preview session to play back audiotape
Makes arrangements to produce duplicates of tape

In' >-views client to clarify presentation details

Writes standard production order tc coordinate production
Writes ume schedule to assign completion dates

Reads matenal provided to separate int0 major ideas
Rough sketches visuals to iliustrate content outhire

Writes summary of major ideas 10 organize content
Selects appropriate media to match media to content
Chooses ceclors and styles to give continuity to presentation
Writes instructions re color etc to inform production units
Arranges storyboard cards by main ideas to assign frame
numbers

Arranges storyboard cards by iabei to assign work to
production units

Discusses storyboard cards to clanfy oroduction details
Searches stock files to cnoose existing slides

Removes poor quality slides to improve production quality
Operates camera to photograph complicated visuals
Arranges slides «n sequence to organize in prescribed order
Operates shige projector to show raw presentation to client
Reads script and shows slides 10 show raw présentation to
client

Discusses with cilerit to determine revisions needed
Rewvises presentaticn to improve quality

COORDINATE PRODUCTION OF FILMSTRIP

Discusses with supervisors to determine curriculum needs
Visits locaiity 1o obtain background information

Writes learning objectives to coordinate filmstrip design
Analyzes jearning objectives to write rough script
Discusses with photographer to determine piciures needed
Adwvises photographer to assist 1n location shooting
Analyzes slides to select suitable ones

Evaluates siides and tape to :mprove quality of matenal
Analyzes filmstrip to write teacher's manual

Analyzes catalogs and files to list related materials

RIC

Aruitoxt provided by Eic:

TO COORDINATE PRODUCTION OF SOUND FILMSTRIP

Reads assigned scrnipt to assess work to be done

gdits portions of scrnipt to reduce length and improve quality
Rewvises scnipt to follow design specifications

Sequences shides using slide viewer 10 match concepts in
scnpt

Rewrites portions of scrnipt to match words to existing visuals
Operates tape recorder to produce scratch tape

Reads script aloud to produce scratch tape

Listens to scratch tape to match audio and visuals

Draws rough sketches to design title frames

Discusses with art department to assign cotor and lettering
Times scratch tape with stopwatch to assess length of tape
Schedules meeting with director to show raw presentation
Demonstrates scratch tape and shdes to obtain director’'s
evaluation

Discusses with director to determine revisions needed
Revises scratch tape to improve quality

Schedules meeting with writer 10 show raw presentation
Demonstrates scratch tape and slides 1o obtain writer's
evaluat:on

Discusses with writer to determ::  revisions needed
Rewises scratch tape to improve quabty

TO COGRDINATE PRODUCTION OF SOUND FILMSTRIP

TO

Schedules meeting with directors 1o discuss progosal

Recommends purchase of scrnipt to rnitiate production

Reads script to ensure correct grammar

Edits script to improve quality

Chooses subject matter consultant to ensure valid content

Asks subject matter ¢consultant to have content validated

Checks pictures against script to insure all visuals present

Evaluates script to choose appropriate music and effects *

Calls talent to request them to audition '

Auditions-talent to choose most suitable

Cheoses appropriate narrator 1o obtain script narrator

Chooses appropriate music to obtain background music

Calls sound studio to schedule time for recording

Evalua‘ »s narrator’s reading to suggest improvements

Gives signais to technical staff to produce audio recording

Mixes narration tape and sound to produce finished tape

Uses stylus to make acetate cut

T:mes recording with stop waich to determine length

Puts impulses on tape to produce pulsed tape

Listens 1o recording to tnsure complete and correct

~ives instructions to studio staff to have master made of
.pe

Assosses fee Lsing union rates to pay narrator

C  3ns layout to design record sleeve

COORDINATE PRODUCTION UF MATERIALS FOR

COURSE

(104
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Interviews client to clanfy presentation details

Writes letters to past stLdents to develop student profile
Tabulates responses from letters 1o develop student profile
Tabulates information to develop instructor profile
Interviews client to develop list of subjects taught
Questions chient to iist extart materials avasable

Reviews extant materials 10 select appropriate ones
Arrznges matenals to organize into logical order

Writes rough outline of content to develop ¢ourse conten!
Sketches rough visuals 1o illustrate course outline
Interviews client to get approval of storyboard

Selects appropriate media to maich media to conten:
Estmates cost tor each segment to develop cost analysis
Adds estimatec costs for segments to develup cos’ analysis
Interviews chent to get spproval of basic content

Writes time scheduls to ass:gn completion dates

Defines PERT chart to assign complet:on dates



Arranges storyboard cards to assign work 1o production units EVALUATION-SELECTION FUNCTION.

Discusses storyboard cards to clanty production details

5 |Incorporates design elements to write text SUPPORT-SUPPLY FUNCTION.

Evaluates matenals produced to correct poor quality

Arranges materals in sequence 1o organize in prescribed order
interviews chiént 1o get approval of production

Gives instructions to have multiple copres produced

UTILIZATION FUNCTION.

5 Designs evaluation forms to pilot test instructional matenals UTILIZATION-DISSEMINATION FUNCTION.

Requests teacher 1o have pilot test conducted
Collests responses from piiOt to assess reactions 1o materials TO
5 Revises tnstructional matenals to rmprove quality

MAINTAIN PROFESSIONAL STATUS/KEEP UP IN FIELD

TO COORDINATE MASS PRODUCTION OF COURSZ 6 Aecads books/journal articles to learn iIssues/new hnowledge
[ .
MATERIALS 6 Jomns professional assoctat:ons to learn issues.'new knowledge
6 Joins professional associations to develop professtonal
contacts
Discusses with course developers to clanfy details on K
production spectfications 6 Attends convenuons to learn issues/new knowledge
5 stends conventions deveiop professional contacts
Requests course developers to obtain size and type of program nd to p B
Evaluates hist of Contractors io select most appropriate 6 Writes articles/convention papers to disseminate new ideas
i .
Calis contractor periadically o ensure product on ime 6 Writes articles/convention papers to gain recogniion 1n field
Discusses w:th supervisor to define suhnppmg arrangements § Discusses with colleagues to understand issues 1n field
Observes packers to ensure produc: shipped safely 5§ Discusses with colleagues 10 idenufy pos.tions in field
Calls producers‘to inform of m:stak;s In product Discusses with salesmen to become ... urmed of new products
h ! 1S
Calls producers to request replacement materials Circulates fliers to inform staff of new products
Reads bill from producer to approve for payment Maintains file of new equipment 10 keep informed on
technology
TO IMPROVE PRODUCTION STANDARDS )
TO CONSULT ON MEDIA USE AND DESIGN
Collects 1nformat:on on visual materiais (0 develop guidelines | ¢ q
Analyzes training materials to list weak areas tn visuals 5 Ad\;’uses outside personnel 10 improve use of media
Writes visual standards tc develop guidelines techn:ques
5 Designs Course to InStruct i vicual communications 6 Exami—«~ buiding blueprints to suggest improvements
Lists TV lighting requirements to write TV production manual 5 Advises outs de personne! to Improve training canter design
Describes TV camera techniques to write TV production 5 Gives multi-media presentation to demonstrate use of media
manual 5 Discusses with audience to clanfy media pninciples used
Describes placing of mikes to write TV production manual S Exarunes prototype materiais to suggest improvements
. N . evaluate
5 Adwvises on filmmaking techmiques to inform field personnel vatua X ¢
Lists standards for audio to write audic production manua! 5 Serves on committees to disseminate information on media
~ TO RE TO MANA N
TO WRITE COMPUTER PROGRAMS FOR CAl O REPORT GEMENT
Drves 1o schools to consult with teachers 5  Analyzes work performed in umit to prepare work plans
. Ass o lans
5 Listens to teacher's description to understand concept > 'gns work weeks 1c functions to prepare work Dlan
5 Asks questions to develop sequence for program 5 Estmates work to be performed to prepare work plans
5 Suggests alternative approaches to define cencept for program : gr.ax:zes WO’: D'a”j 1o devz'og supporting b“dge‘k ans
Examines program outhine to decide programming tanguage eveiops staff ime/outpur budget to support work pian
S5 Designs flowchart 1o develop sequence for precgram 5  Wntes progress reports to describe work perforined
5 Analyzes steps in flowchart to translate into computer
language TO ADVISE PRODUCT PLANNERS ON EDUCATION
MARKET
5 Tests program in computer to discover errors
5 Rewntes program to eliminate ersors
Operates computer terminal to store PrOGram 1n memory 5 Compiles suggestions of educators to suggest new Products
) 7 z 5 Evaiu3tes new product specifications to align with educational
TO BUILG CCTV STUDIO expectations
5 Evaluates changes in products to determine etfect on
. educat i applicatio
Analyzes program needs to write design specifications Y 1onaf applhcation
5 Discusses with product planners to inform of educatcnal

Incorporates design specifications to draw floor plan
Incorporates design specifications to write equipment
specifications TO0
Caiculates money avalable to compute budget

Observes equipment In operation to assess performance

5 Observes builders at work to ensure specifications are met

o uon

needs

FACILITATE FULLEST USE OF COMPANY PRODUCTS

Identifies company products to inform educators

Resolves usa obl st educators
B:unlds scundpreof cesling to equip CCTV studio ? selves usage problems 1o assist educator
5 Hooks up equipment to equip CCTV studio 5  Conducts workshops on products to assist educators
P aup uer 5 Identifies need to produce pamphlet on product
5 \Wntes pampgkhlet 10 describe anplication of product
Discusses with salesmen to inform on company products
TO ASSIST CONTENT SPECIALIST IN DEVELOPING
MATERIALS
5 Discusses with content speciahists to define training problem
5 Poses alternative responses to define training probiem
Q
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Evaluates course outline to 1dentfy coherent segments

Discusses with content specialist 1o develop associated task

nst

Gives instructions 10 content speciaiists to describe use of
learming modes

Drafts lesson pian to meet training oroblem

Discusses with content specialists to assist 1n TV program
design

Evaluates draft programs to assess methodoiogy used

TEACH BASIC AV COURSE

Shows filmstnp to teach Schavioral objectives

Describes approach to teach behaviorai objectives

Conducts simulated task analysis to provide active iearning
Encourages wnting of objectives and tests to teach through
acuve learing

Describes media requirements to teach use of media in
nstruction

Describes group size contingenc:es to teach use of media In
instruction

. Advises students 1o assist 1n teaching with rnedia

Advises students to assist 1n multi-meadia presentations
Operates equipment 1o demonstirate equipment operation
Teaches over CCTV to instruct in med:a production
Teaches over CCTV to instruct 1n graphics technique
Operates TV camera 1o record session for 1TV

Adwvises students to inform on grachics technigues
Operates movie camera to demonstrate 1o students
Advises students to assist in making ilm

Administers pre- and post -tests to reinforce teaching

Administers media skills test to evaluate student peric -mance

Advises students to better master teacher relations
Advises students to inform on courses 10 take

Gives multi-media presentation to demonstrate use of media

Operates movie projector to show 2xemplary movies
Discusses with students to clanfy media principles

TEACH PHOTOGRAPHY COURSE

Writes lesson plans (0 orgamze course content
Wiites statement o process to describe how to do
photography

Operates copy ca‘'nera to make shides of equipment
Writes objective, to p.oduce mediated presentation
Selects shides to arrange i1n jogical sequence

Ops<rates tape reccrder to produce tape for presentation
Operate: amera 10 demonstrate exposure

Develops him to demonstrate film development

Deveiops negatives to demonstrate cevelopment

Exposes contact prints 1n frame 10 demonstrate exposure
Operates shide projector 10 show examplary shdes
Discusses with students to clanfy elements of composition
Discusses with students to cianfy lenses/setting decisions
Supervises use of camera to provide experience n
photography

Discusses pictures to clanfy composition setting

Q

E
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COMPETENCIES
FOR SPECIALISTS
IN
INSTRUCTIONAL
PROGRAM DEVELOPMENT

ORGANIZATION MANAGEMENT FUNCTION.

TO ORGANIZE AND REORGANIZE ORGANIZATION
STRUCTURE TO MEET GOALS

Reads orgaruzation charter to identity organization goals
Translates goais to identify broad objectives

Speaks to colleagues 10 evaluate broad objectives

Writes paper to identify new organization objectives
Translates objectives to formulate organization functions
Confers with colleagues 10 evaluate appropriateness of
functions

Analyzes relations between functions > develop functional
matrx

Conters with coileagues .0 evaluate inclusiveness of matrix
Writes paper 1o revise functional matrix

Translates functional matnx 10 1dentify needed structures
Analyzes current structures 0 compare with needed Structures
Analyzes current structures to determine weaknesseas
Formulates organizationgl strategies 1o overcome weaknesses
Translates strategies 10 define new struciures/operanons
Analyzes new structures/operations to determine tf they
facilitate functions

Translates new structures/operations to formulate new
Structure mainx

Analyzes budget 1o determine structure constraints

Anzlyzes facilities to determine structure constraints
Analyzes staff interests to determine structure constraints
Revwrites matrix to include constraints

Compares structure and function matrices to evaluate structure

AN O 3)] OO N
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matrix

Confers with colleagues 0 evaluate structure matrix

Writes paper to revise Structure matrix

Reads matrix to define relations between dimensions
Anaivzes reiatiorns and funcuons to define duties of personnel
Analyzes relations and furcuons tc define interaction of

g omoo0n;

personnel

Analyzes relaticns and functions to define iines of
commur-cztion

Writes paper to explain new structure

Contfers with colleagues 10 evajuaie n=w structure
Lisi:ns to feedback (0 revise struZture

Rewrites paper 10 revise structure

Selects personnel to fili key positions in structure

o2}

(SRS LRSI IS 0]

TO PLAN PROGRAMS/PROJECTS

Peads project reports to 1dentify current work

Discusses projects with staff 10 1dentity future prionties

Speaks to staft to 1dentify project interests

Speaks (0 colieagues 1o become mvolved 1N new veniures

Compares interes:s with orgamzation philosophy 1o ensure

compatibitity

5 Rea-is newsletters. financial statements 1c 1dentify possible
funding sources

5 Reads budget 10 1dentify internal support money

€ Synthesizes discussicn 10 propose department programs

.preiects

L,
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Writes paper to present department programs/projects

Talks with staff to evaluate programs/projects paper

Identifies constraints on programs to decide on program
feasibility ’

Selects programs/projects for department to plan work for year

TO INITIATE AGENCY-FUNDED PROJECT

a0, v B
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Reads assigned outline to clanfy general idea of project
Asks questions to clarify general idea of project

Writes to agency to request guidelines for proposal

Reads previous proposals 1o obtain background information
Analyzes nroposal guidehres to wnte text of proposal
Whites draft proposal to request agency funds

Rewrites proposal to align with arganization interest
Analyzes staff needs to determine staff salary needs
Analyzes pay schedules to compute staff budget
Identifies approprnate staff to staff proposed program
Assesses equipment needs to compute equipmant budget
Assesses matenals needs 10 compute materials budget
Operates adding machine to compute total budget
Submits proposal to contracts office 10 acQuire overhead
figures

Writes up budge? 10 support proposal

Circulates proposal to acquire appropriate signatures
Submits oroposal to administration to approve for submission
Discusses with agency personnel to negotiate details of
changes

Writes brochure 1o desc¢ribe proposed program

TO ADMINISTER TRAINING CENTER

(AN IS RS S B )
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Assesses expenditures 1o write financial plan

Jusufies expenditures to acquire funds for oneration
Assesses cost benefits of training to inform management
Writes memos to management to acquire funds for operation
Negouates with manag2ment to acquire funds for operauon
Negotiates with management 1o institute open purchase
account

Listens to staff discuss problems to resclve organizational
problems

Asks questions of staff to resolve organizational problems
Makes decision on action to resolve organizational problems
Assesses draft training maternials to make production decision
Routes iIncoming correspondence to assign for action
Reviews purchase orders to approve for purchase

Reviews bills to cerufy for payment

Conducts staff meetings to transmit iInformation to staft

TO ADMINISTER/DIRECT PROJECT
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Conceptualizes idea for project to meet progr™ ™ goals
Rereads contract to define desired outcomes

Analyzes goals of project 1o define needed activities/products
Speaks 1o technical workers to ascertatn amount ¢! time
needed

Speaks to technical workers 10 ascertain jobs to be done
Speaks to technical workers 1o ascertain workers needed
Assesses cost restraints to determine hmits of project
Writes tentative work plan to design project

As::ngns\staﬁ to project 1o meet goals

Anaiyzes relations of activities to develop PERT schedule
Analyzes ume for each aclivity to develop PERT schedule
Analyzes project limiis to develop PER1 schedule

Assigns compietion dates to design project deaciines
Writes chart to formalize PERT schedule

Speaks to technical workers 1o explain PERT chart *
Speaks 1o technical workers to inform of ceadhines

Speaks to technical workers to review progress periodically
Observes staff work/products 1o evaluate work performed
Listens to outside INput to IMprove product

RIC '
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Rewviews work in progress to keep self informed

Discusses with staff 1o solve problems re product
Compares product/activiies with goals to evaluate project
performance

Analyzes problems 1n project to plan changes in project
direction

Makes decision to terminate project 1o minimize wasted effort
Reviews Project progress to present report to -~anagement/
customer

Translates technical ‘anguage to descnbe project to
management/customer

Speaks to management and customer 10 2resent project
progress

Writes report to project to present progress to management/
customer

Compares product/activities with goals to assure Quality of
work

Compares product/activites with goals to suggest
improvements

Writes finai report on project to disseminate findings

Edits report on project to disseminate findings

TO ADMINISTER TRAINING COURSE

Writes announcements to pubiicize course

Schedules classrooms to reserve for course

|dentifies teaching personnel to 8ssign 10 course
Discusses with teaching personnel to clarify teaching
assignments

Evaluates teaching to assess work of teaching personnel
Discusses with teaching personnel to evaluate success of
course

PERSONNEL MANAGEMENT FUNCTION.

TO STAFF PROJECTS

(3] (AN BN e ) )

(8]

Analyzes goais of project to define activities to be done
Analyzes budget to determine resources available
Translates preject activities to develop job descriptions
Estimates staff needs to fill described jobs

Calls placement agency to inform of staff needs

Calls colleagues to inform of staff needs

Reads résumeés to select applicants fcr interview
Selects short list of applicants to do ininial interviewing
Calls applicants to set time and place for interview
Describes project and company to inittate [ob interview
Questions applicant to ascertain qualifications
Evaluates applicants to make staff selection

Calls selected appiicant to notiiy of selection

whntes form letter to inform applicants of rejection
Tells secretary to transmit letter to applicanis

RESEARCH-THEORYFUNCTION.
TO CONCEPTUALIZE THEORETICAL MODELS

(S0 e BN
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Percerves problem.in field to identify general research problem
Analyzes general problem to identify specific problem areas
Selects problem areas to limit specific problem

Analyzes problem areas to define specific problem

Combines specific problem factors to make concise problem
definiton

Translates problem statement to 1dentify solution parameters
Reads probiem/solution parameters to brainstorm solutions
Discusses problem with coileaces 1o brainstorm .olutions
Combines ideas to generate new 1deas

Translates ideas to other forms to generate new ideas

63
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Seeks cut research nformation to support/negate alternative
1deas

Seeks out research :nformation 1o generate new 1Guds
Compares solutions/information to evaluate proposed
solutions

Compares solutions/information 10 generate new solutions
Svynthesizes proposed solutions to converge on tentative model
Discusses mode! with colieagues to run rea' ., test of model
Compares model with known data to run re ity test of model
Analyzes reality test ;esults to réevise model

Writes paper to describe model

CONDUCT RESEARCH PROJECT

identfies general problein 10 provide basis for research study

Reads journals to dentify appropnate funding sources

Contacts colleagues to 1dentify appropriate funding.sources

Writes proposal to obtain funds for research study P)

Formulates specific hyPothesis to conduct research study

Designs research methodology to test hypothesis

Reads proposal to identify project objectives

Analyzes objectives to define project activities

Analyzes activities to determine hime for each activity

Combines times to develop project timeline

Develops budget to support research project

Transmits proposal o funding to obtain funds for research

study

Negotiates with funding source to clanfy deraiis of proposal

Reads resumes of current staff to1dentify possible project staff

Speaks to current staff 10 identify possible project staff

Compares capabilities with needs to select project staff

Matches statf to activ:' s to dentify gaps i staff

Reads file of prospective staff to attempt to fill staff gaps

Speaks with prospective’sta’f to evatuate qualifications

“ompares applicants to select staff

Hi:es personnel to staff research project

Explains project to sta®f to train staff

Explairs tasks to be done to train staff

Contacts incividuals or schools to obtain subjects for study

Develops treatment to create expenmental conditions

Develops instruments t» measure effects of treatments

Administers treatment/instrument to collect data

Collates data to measure effects of treatments

Analyzes data to measure effects of treatments

Supervises personnel 1o ensure correct data collection

Supervises perscnnel .0 ensure correct data collation

Supervises dersonnel to ensure correct data analysis

Interprets d3ta to evaluate vahdity of hypothesis

Listens to staff to solve project problems

States alternative solutions to 3olve project problems

Selects best solution to solive project problems

wWrites progress repcris to inform monitor of progress

Reads progress repcrts to evaluate project progress

Writes final repon to disserninate research findings
ransmits report to funding source to disseminate research

findings

Writes articles to disseminate research findings

Designs presentations to disseminate research findings

Reads papers at conventions tc disseminate research findings

ANALYZE RESEARCH DATA

Speaks with researcher to understand data to be analyzed
Reads research proposal to understand type of data collected
Reads research proposal to understand study objectives
Translates objectrves 10 define categones of responses
Reads data to determine if categones fit

Classifies each response to put responses INto categories
Counts responses in each category to summarize datd

RIC
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Analyzes objectives/data {ype to select statistical formuia
Reads formula to define computation sequence

Translates data into formula to perform statistical analysis
Operates calculator to perform statistical analysis

Reads statistical tables to perform statistical analysis
Compates data analysis with tables to determine significance
of data

Examires objectives/data analysis tointerpret meaning of data
Writes paper to exptain outcome of study

IMPROVE STANDARDS OF RESEARCH PROJECTS

Defines basic/applied research to design guidelines for
reczarch

Jesigns standard test formats to design guidelines for research
Specifies resources available to design guidelines for research
Designs systema®ic procedures to design guidehnes for
research

Advises researchers to info:m on psychological principles

RESEARCH LEARNING STRATEGIES FOR CAl

Reads research literature to sclect relevant learning theories
Selects experimental CAl maternials 10 run learning strateqy
expenment

Reads CAl matenals 10 tdentity computer's part

Speaks 10 students 1o arrange for lesson simulation
Operates tape recorcer tc record tesson simulation

Asks questions from CAIl lesson to try out lesson

Writes student responses to try out lesson

Analyzes mustakes 10 identify need for tutonal help
Forrnulates strategy to help student to correct mistakes
Talks with student to try out tutonal strategy

Analyzes student responses to determine success of strategy
Formulates another strategy to correct mistakes

Talks with students to try out seccnd strategy

Analyzes students responses to determine success of strategy
Speaks to student to end lesson simulation

Listens to tapes of student sessions to Ssummarnze tutonal
strategies

Analyzes tutonal strategies to identify common elements
Analyzes tutorial strategies to \dentify successfui elements
Analyzes common/successful elements to dernve general rules
Analyzes research literature/tutor behavior to denve
specifications for CA! tutor system

Translates tutor system specifications to develop decision
model '

Translates decision nodel to develop programmung flowchart
Translates programming flowchart 1o we'te cCOmpuier program
Operates computer terminail to print out tutcnal strategy
Reads pnnt-out to check program

Speaks !0 students 10 arrange for lesson simulation
Observes students’ interaction with lesson to try out lesson
Observes effect of tutonal strategies to try out fesson
Analyzes student e:rors to evaiuate lesson/tuior strategies

PERFORM RESEARCH ON EFFECTIVENESS OF ITV

Analyzes current instructional pattern to 1dentify ‘ways of
improvement

Lists new 1nstructional patterns to identify ways of
improvement

Selects TV 1o improve learning process

L'sts characterstics of IT tc itentify parameters

Writes research plan to tes: :ectiveness cf [TV

Defines objectives to design research project

Discusses with content spec:aiist '0 adapt course to TV script
Analyzes existing lesson tc set objeclives

Analyzes existing test to design p.:st-test

Analyzes scnpt to des:ign visuals for TV

Discusses with artist to clanfy visuals needec

Rehearses pre<entation to direct VTR production

6.
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Directs talent and crew to drect VTR production

Seiects experimental group to measure etfects of reatment
Selects control group 10 measure effects of treatment
Yeaches conventional lesson to measure effactc of treatment
Analyzes test results to compute effectiveness of TV
Compares test group with control to analyze effects of
treatment T

Measures time taken to compute time saved

Measures costs of instruction to compute money saved
Computes money/time saved to determine cost effectiveness
Writes report to disseminate findings

TO CONDUCT RESEARCH ON EFFECTIVE TRAINING
TECHNIQUES
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Designs research methodology to organize procedures of
project

Discusses with school district to implement experimental
approach

Translates theoretical model to deveiop teacher behavior scale
Ovserves teacher behavior to code according to scale

Coaes teacher behavior to categorize according'to scaie
Performs statistical analvs:s on data to quantfy teacher
behavior

Compares observed behavior to mode’
behavior problems

Designs alternate training strategies to teach new teacher
behaviors

Supervises training conferences tC teach new teacher
behaviors

Observes teacher behavior to determine training effectiveness
Analyzes theoretical mode! to determine appropriate student
behavior

Observes student behavior to code according to scale

Codes student behavior to determine teaching effectiveness
Translates theoretical model to develop attitude scale

Asks teachers to Hll out scale to gather.data on attitude
Performs statistical analysis to measure teacher attitude
Performs statistical analysts to analyze data

Interprets analyzed data to identify most effective technique

2 1dentify teacher

PERFORM FEASIBILITY STUDY ON NEW EQUIPMENT

Analyzes idea for new equipment to develop method for
feasibility study

Develops methodology to design feasibility study

Wrnites general specifications to design prototype equipment
Asks questions of engineers to determine technical
specifications

Draws concrete plans to design prototype equipment
Calls production department to have prototype produced
Demonstrates operation of prototype to get feedback on
performance

Revises Gesign olans to improve prototype

- Calls productron department to have prototype revised

Assesses potential market to develop product cost data
Calcuiates matenals/iabor costs to develop product cost dato
Divides cost by market :o determine unit oroduct cost
Identifies similar products .o determine competition
Compares unit preduct cost to determine product
competitiveness

Anélyzes market-cost-competition 1o make recommendation
Writes report 1o disserminate resuits cf study

RIC :
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CONDUCT SUKRVEY OF MEDIA USAGE

Copies from inventory to hst equipment and matenals
Analyzes survey objectives to compile usage questions
Analyzes survey obyacuves 1o compile response categornies
Copies lnforr'natlcnx from hst to address questionnaire
Checks list to note retuined questionnaires

Prepares tally sheet to summarize data

Tallies responses to summarize-data

Wnites summary of data to report tp supervisor

DESIGN FUNCTION,
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GN INSTRUCT'ONAL MATERIALS FOR COURSE

; 2s with instructors to define training problem

C- 2s cnitical incidents to define traiming probiem
Specihes tasks to 1dentify terminal behavior

Defines objectives for course to identify terminal behavior
Writes overall design for course to Oorganmize content
Prescribes content area of course to orgamze content
Defines entry behavior of students 1o determine content
Writes technical draft to define traiming problem
Discusses with instructors to 1dentify teaching strategy
Rewr'tes technical draft to improve training program
Designs pre- ang post-tests to 2valuate effectiveness of
program

Evaluates extant maternals to 1dentify suitable content
Selects appropriate maternals and media to Oorganize course
Researches in literature to locate examples of simulatinn
Designs roie plays to mee* training need

Teaches course to evaluate effectiveness of matenals

DESIGN PROGRAMED INSTRUCTION MATERIALS

Discusses with client to define problem area
Questions client to delirit problem area

Reads client’s current maternals to research © . -
Analyzes subject matter to 1dentify segments
Discusses with chent to define target populatio..
Analyzes potential audience 10 state assumptions about
learne~
Discu~ses wii-

area
2graming

cli=t 1o define general objectives

Anavzes \\_Dll =tter to state broad objectives
Peri--— s task - ‘SIS t0 Organize content
Resta: -« 1y ar 1S to design flow chant
Analyze. finow - hait to write behavioral objectives

Discusses with chent tc refine behovioral objectives
Discusses with client to 1dentify essential ociectives
Listens 1n me2ting to unde:stand polhitical aspects
Discusses with content expert to understand content
Discusses with client te reconcile conflicts in data
Discusses with clhient to revise behavioral ocjectives
Analyzes objectuives/flow chant to wnte content outline
Wr:tes brief draft of program te crganize conten
Arialyzes content outline to select appropriate media
Analyzes content vutline to select model/paradiym
Reviews content to sequence presentatien

Analyzes content to determine units and frames
Translates objectives/content to write program frames
Revises draft of program to reduce step size

Analyzes objectives 10 write pre- and Dost-tests
Locates technical information to design visual charn
Analyzes technical information to design visual chant
Crganizes pilot test to try out program

Eveiuates pitot performance to evaluate program effectiveness
Revises Drogram to improve quahty



TO DESIGN MATERIALS FOR INSTRUCTOR TRAINING

COURSE

5 Analyzes task hist to group in logical clusters

5 Analyzes task groups to expand into objectives

S  Wntes behawvioral objectives to orgamize unit content

5 Analyzes behavioral objectives to select method of instruction
5 Designs content of unit to fulhll components of objectives

5  Wnites instructor act.vities to clanfy and expand course content
5 Decides on use 0! visuals to illustrate content v
5 Writes summary of lesson to clanfy lesson cuntent

5 Teaches f¥lOt lesson to time length

5 Writes supplementary handbook to assist in teaching course
5 Designs evaluation sheets to elicit student reaction to

(S04

maternals

Pilot tests to evaluate effectiveness of matenals
Analyzes evaluation sheets to assess Student reaction
Revises Instructional matenals to improve quality
Sives insiructhions to have matenals distributed

TO COORDINATE DESIGN OF INSTRUCTOX TRAINING

COURSE

5 Discusses with directnr to ocuthine course desi3n
ldentihies planning task force to develop task hist

5 Plans conferences to develop task list

5  Discusses with course writers to develop behavioral objectives

5 Writes operations plan to organize course development

5  Estimates time factors to organize course development
Selects site for pilot test to evaluate effectiveness of course
Discusses with training officer to arrange for pilot test

6 Critigues draft course matenals (o improve quality
Discusses with publications to Organize mass production

5 Estimates number of copies needed to inform publications

S  Writes memos to Heid personnei to inform on progress of
course

5 Conducts briehnas 1o mfo:rp on progress of course

5 Writes report to management to inform on progress of course

5 Ces.gns evaluation forms to evaluate effectiveness of course

TO WRITE UNIT FOR INSTRUCTOR COURSE
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Analyzes learning modes to ist characteristics

Assigns modes to objectives to bmvi‘de model for instruct:on
Anajyzes lesson pilan construction to list characteristics
Designs sample lessc~ - ' s to provide model forinstruction
Analyzes test const: "1st characternistics

Designs sample tes:s Ze models for instructicn

TO WRITE INSTRUCTUAS GUiDE FOR INSTRUCTIONAL

MATERIALS
5 Analyzes objectives to restate more fully
5 Assesses time sDeni in pilot to indicate tme for items
Analyzes contert and ume to write schecule
5 Analyzes unprogramed segments to write [esson plans
5 Analyzes objectives to write pre-test
) Analyzes objectives to write practice exercises
5 Analyzes objectives to write roie plays -

TO COORDINATE DESIGN OF AUTOMATED PRESENTATIGNS
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Identihes held personnel to select programdevelopers
Evaluates wntten program to suggest improvements
Asks clanfying questions to suggest improvements
Analyzes step size to evaluate written program
Suggests revisions to improve wntten program
Discusses with producer to clarify production details
Anatyzes script to a§51gn pauses anc tape stops

6
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Examines draft visuals to assess correlatic  with scnpt
Analyzes program to assess logical development
Chooses subjects to test out prototype program
Schedules testing session 10 test out pPrototype program
Cvaluates results from test to test out Prototype proyraim

TO DEVELOP INSTRUCTIONAL PACKAGES FOR
INDIVIDUALIZED INSTRUCTION {ii}
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Negotiates contract with customer 10 initiate project
development

Instructs customer in 1l to dehne problems it process
Instructs customer in 1l ro define changed concepts of
instruction

instructs customer in 1l ta dehne etfects on curnculum
In<tructs customer in 1l to dehne new role of testing
Consults with zhent to determine clhient roles

Consults with client to determine company roles

Instructs customer n logistics to detne work. money. time
relationships

Questions client to define wants/needs and their relationships
Consults with client to feedback goals for project

Anralyzes instructionad' setting 0 dehne learning envirocnment
Analyzes project goals io define criterion performance
Translates criterion performance to dehne learning objectives
Analyzes current content to decide if teaches to objectives
Analyzes current ccntent to determine procedures learner must
do

Analyzes current content to define aiternative procedures
Synthesizes objectives.content to dehne needed new content
Extrapolates from content-objectives to dehne teaching
strategies

Translates teaching strategies to make media selections
Coordinates matenals procurement tc provide needed audio
and visuals ’

Reads hnai script to edit content/sequence. amdiguity

Writes introduciion to matenals to descrnibe matenals
utilizaton

Plays roie of student to held-test maternals

Speaks to chent to set up review panel ]

Shows matenals 10 chient 1o ohtain review and comments
Translates suggestions 0 Mak2 revisions ’
Sends matenals to client to fuhll contract

TO DESIGN MULTI-MEDIA PRESENTATIONS
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Looks at organization projecis to Hnd production 3pportunity
Identifies projects related to :dea 1o ind produciion opportunity
identifies amenabie project directors to ind production
opportunity

Speaks to project directors to persuade tc produce
presentation

Discusses with project director to ascertain audiencesobjective
Cails associate to obtain design assistance

Examines mearung of \dea to clanfy presentation subject
Considers philosophy behind idea to clarnfy presentation
subject

Considers ways of presenting to clanfy presentation subject
Considers media involved to clanfy presentation subject
Analyzes presentation subject to wrniie general objecuves
Breaks down general objectives to dehne behavioral objectives
Conceives ways of meeting objectives to develop treaiment
Translates objectives/treatment to determine sequénce
Transiates objectivess/treatment to Jetermine content
Translate. objectives. treatment (0 determine media
Svnthesizes objectrves/sequence’/content/media (o develcp
presentation outhine
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Synthesizes objectives/sequence/content/media to determine
needed visuals

Synthesizes objectives/sequence/content/media to determine
needed audio

Synthesizes objectives/sequence/content/media to determine
odors. tastes. touches

Compiles neuded sensory inputs to develop storyboard
Translates storyboard ‘o develop presentation specifications
Transmits specifications to production function to have
presentation produced

TO IMPROVE INSTRUCTION THROUGH SYSTEMS
APPROACH
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Listens znd watches professor 1o analyze teaching technigue
Observes student behavior 1o analyze teaching technique
Operates tape recorder to record class procedures

Uses tape recorder ang tygewnter to make transcript of
proceedings

Analyzes lecture to derive objectives for course

Discusses with professor to confirm validity of objectives
Analyzes derived objectives to define conditions for learning
Discusses with students to ascertain visuals needed

Rough sketches visuals to illustrate course content

Locates artifacts in museum to illustrate course content
Locates visuals in books to illustrate course content
Operates copy camera to make slides of visuals

Locates commercial matenals to illustrate course content
Writes to producer 1o request materials for preview
Operates movte projector 10 preview film

Arranges matertals 1n sequence o illustrate course content

DESIGN EQUIPMENT SYSTEMS

Analyzes goals .
needs
Translates communication needs to identify technical systems
Writes general specifications to describe technical systems
Analyzes other equipment systems to deterrnine external
constraints

Analyzes physical facilities to determine physical contraints
Aralyzes monetary considerations to determine financial
constraints

Analyzes constraints to ident:fy aiternate systems

Analyzes constraints to identify alternate formats

organization to cetermine commumcation

Examines al®ernate systems to develop initial budget .

Projects system growth to develop projected budget
Discusses with engineer to determine interface of systems
Reads technical fliers 1o 1dentify components of sysrem

Reads technical fliers to determine electrical interface

Reads technical fliers to determine physical interface

Selects components 1o meet interface requirements

Analyzes physical constraints to draw physical schematic
Analyzes electrical details to draw wiring diagrams

Writes detailed specifications to describe system components

DESIGN IMPROVED TRAINING EQUIPMENT

Writes cnitenia for neec'ed device 10 ensure compatibility with
system

Translates criteria for device to develop technical specifications
Compares devices with technicai specifications to choose most
appropnate )

Designs prototype cevice 1o meet technical specifications
Assembles prototype to test design feasibility

Assigns prototype to field center 1o test design feasibifity
Performs cost analysis to compute cost product data

Wntes technical specifications for contract to initiate production
of devices

Aruitoxt provided by Eic:
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TO DESIGN NEW FACILITIES

5 Analyzes work to be done to specify design needs

Analyzes equipment systems to determine space requirements

Examines current floor plans to determine space constraints
Analyzes budget to determ:ne cost constraints
Analyzes physical construction to dete:mine physical
constraints

Analyzes equipment specifications to determine special
requirements

Visits other facilities to get ideas for design

Reads hiterature to identfy best designs

Draws rough floor plan to communicate design needs
Discusses with architect to clarify design needs
Examines blueprints to suggest improvements

TO PLAN INSTRUCTIONAL SPACE

5 Discusses with teachers to identify instructional pattern
Analyzes instructitonal pattern to determine space needs

S Draws floor plans t0 meet instructional pattern

5 Discusses with teachers to idenufy best floor plan
Submits chosen floor plan to get approval

PRODUCTION FUNCTION.

TO COORDINATE PRODUCTION OF MATERIALS FOR
COURSE

Interviews cl:ent to clarify presentation details
Writes letters to past students to develop student profile
Tabuiates responses from letiers to develop student profile
Tabulates information to develop instructor profile
interviews client to develop hist of subjects taught
Questions client to list extant materials availatle
Reviews extant materials To select appropriate ones
Arranges materials 1o organize 1nto logical order
5 Wntes rough outline of content to develop course content
Sketches rough visuals to illustrate course outline
interviews client to get approval of storyooard
Selects appropriate media to match media to cuater:
Estumates cost for each segment to develop cost analysis
Adds estimated costs for segments to develop cost analysis
Interviews client to get approval of basic content
Writes time schedule to assign completion dates
Defines PERT chart to assign completion dates
Arranges storyboard cards to assign work to production units
Discusses storyboard cards to clanfy production details
5 Incorpnrates design elements 1o write text
Evaluates materials produced 10 correct poor Quality
Arranges materials in sequence o organize In prescribed order
Interviews client to get approval of production
Gves instructions to have multiple copies produced
5 Designs evaluation forms tc pilot test instructional mater:als
Requests teacher to have pilot test conducted
Collects responses from pilot 1o assess reactions to materials
5 " Revises instructional matenals 1o improve quality

(8]

TO COORDINATE MASS PRODUCTION OF COURSE

‘MATERIALS

Discusses with course developers to clarfy detalls on product

specifications )
Requests course deveiopers to obtain size and type of program
Evaluates list of contractors 1o select most appropnate )
Calls contractor periodically 10 ensure product on time
Discusses with supervisor to define shipping arrangements
Observes packers to ensure product shipped safely

Calls producers to inform of mistakes in product

Calls producers to reques: replacement maternials

Reads bill from producer to approve for payment

6~
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TO WRITE ACTIVITY FRAMES

Analyzes script to chocse key concepts

Selects xev words to present to students tc define

Selects topics to present for review and discussion

Selects topics tc present for enrichment activity

Incorporates design €lements 1o write activily frames

Gives directions to art department to make slides 1nto test print
Discusses with audio director to decide on music and sound
etfects

TO WRITE COMPUTER PROGRAMS FOR CAl

om0,

0w

L))

Drives to school to consult with teachers

Listens to teacher's description to understand concept
Asks questions to develop sequence for program
Suggests alternative approaches to define cor~<ept for program
Examines program outhne 10 decide programing language
Deigns flow chart to develop sequence for program
Analyzes steps 1n fow chart to translate into comunuier
language

Tests program in computer to discover errors

Rewrites program to eliminate errors

Operates computer termunal to store program in memory

EVALUATION-SELECTION FUNCTION.

TODEVELOP A CLIMATE SUPPORTIVE CF EVALUATION

OO0 m (8]
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Reads key educational '~ :7nals to assess athitudes to
evaluation

Talks to education. .caders to assess attitudes to evaluaton
Speaks to client group to 1dentify special problems

Speaks with client group te develop rapport with group
Instructs chient group to expiain purposes of evaluation
Instructs client group to explain role of evaluator

Discusses with client group to answer questions regarcing
evaluation

Discusses with client group to emphasize non-threateniny
evaluaton .

Speaks with individual members to reduce specific inhibitions

" Speaks with client group to nvite participation 10 evaluanion

TO PLAN AND FOCUS PROJECT EVALUATION
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Reads project proposal to determine Objectives to be evaivated
Analyzes project personnel/organization (0 determine decision
makers

Speaks with decision makers to define decisions t0 be made
Translates project proposal/reports to specify oroject
assumptions

Transiates project proposai/reports to specify critena for
decision

Observes project \n operation to learn project procedures
Speaks with project staff to learn project procedures
Translates objectives to specify student behaviors

Reads proposal to determine dates for evaluation reports
Reads propcsal to determi~~ audience for reports

Raads research literature o .centify ssrmilar evaluation prejects
Synthesizes needs/avaluaton knowledge to develop
evaluation plans

Speaks to content technical experis to obiain review of
evaluation plans

Translates evaluation plans to identify specific evaivation
activities

Analyzes activities 1o determine staff ume -~sources

RIC
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DEVELDP EVALUATICON MODELS AND TECHNIQUES

Discusses with client o7 associates 1o 'dentify evaluation
problem

Analyzes aucdience for:nformation to determine characteristics
Analyzes evaluation prooiem to determine decssions to be
made

Analyzes decisions tc be made to deterrine ifoernation needs
Analyzes time limits to determine time constrants

Analyze: manageabihty of project to determine constraints
Analyzes study costs to determine money constraints
Translates information needs '~ :dentify values o be measured
Formulates value parameters ;0 seiect behaviors reflecting
values

Sets priornmies amongc values to assign Mmportance 1o behav:ors
Setects appropriate .1Cat0rs 10 measure vatues and behavios
Transiates indicators to develop criiena for evaluation
tnstrument

Compares instruments. cntena to select evaluanon instrument
Translates crizeria to develop needed evaluauon instrument
Designs data coilection str2tegy 10 obtain measures ot
indicators

Sets up data processing procedure to analyze data

Sets up data transiation procedure to obtain answers from data
Translates model cecisions to put 1n mathematical format
Transiates mcdel decisions to put in graphical format
Compares model and objectives to test model etfecuveness
Compares madel and chient needs to test if mode
communiIcates

Analyzes cost of model 10 determine if feasible

Runs sample data through model to field test for accuracy
Applies model to other projects to test whether generahizabie

TO COLLECT. PROCESS, ANALYZE. AND INTERPRET
EVALUATION DATA
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Reads evaluation model. instrument to become aware of
information needs

Reads evaluation mode!l instrument to 1dentify sources for
evaluation data

Calls school 1o arrange for evaluation data colivction

Writes methodology to collect evaluation data

Formulates samphing procedure to coliect evaluation data
Selects time schedule 1o collect evaluation data

Instri'cts personnel to collect evaluaton data

A drumssters instrument to collect evaluation data

Records responses to instrument to collec: evaivaton darta
Wnrites format to cocde evaluanon data

Compares responses and answer key to score evaluation
instruments

Calls conputer center to arrange for data processing

Reads computer progra™ library to select computer program
Supervises data processing 1o translate data to usable format
Reads evaluation model to seiect statistical procedure
Supervises data processing to analyza evaiuation data
Translates resulis of analysis to interpret meamng of data
Compares data and object:ves to provide answers 0 siudy
questions

Translates answers to Guesuons to indicate alternative au.o'n
steps

Writes report to decision makers to transmit results interpret
action

PREVIEW AND SELECT INSTRUCT’IC‘NAL MATERIALS

Views matenal to do inrtidl screenming

Analyzes technical quality to reject poor Quality items
Anaivzes present curriculum needs to reject irrelevant items
Analvzes future curniculum needs to rejectiireicvant items
Compares wih teacher’s needs tc reject rrelevant tems

€3
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Analyzes possible uses of material to select most apgropriate
Combines factors to eliminate obvious rejects

Examines evaluation methods to select best evaluation
method

Writes list of tities to prepare preview list

Writes annotation to describe material

Compiles annotauon and comment sheet to collect evaluations
Explains material to evaluators to lead evzivator session
Requests evaluators to write comments t0 gather reactions
Asks questions to gather reactions

Leads discussion to gather reactions

Summanzes points made to lead evaluation session
Synthesizes comments 1o summarize evaluation

Tabulates recommendations to summarize evaluauon
Evaluates comments/recommendations t¢ make purchase
decisson

Analyzes reactions. needs to develop purchase priorities
Makes list of purchases to select materials for purchase
Sends hist to director to purchase matenals

Sends reacuons to producers to inform producears of reactions
Calls teachers in one school cuilding to evaluate maternals
Shows matenals to teachers to lead evaluatior session

~sks questions regarding material utilization to gather
reactions

Listens tO teacher comments to gather reactions

Asks questions regarding teacher material needs tc gather
reactions -

Writes suggestions to lead evaluation session

Synthesizes teacher reactions to make purchase decision
Sends suggestions to director to inform director of needs
Sends suggestions to producers 1o inform producers of needs
Calis students/teacher in a class to evaluate material

Shows matenal to students to field test material

Asks students questions to determine if objectives are met
Analyzes success in meeting objective to field test matenal
Asks students to evaluate material to field test marternial
Synthesizes student reactions to make purchase decisions
Examines success in meeting objective to make purchase
decisions

EVALUATE INSTRUCTIONAL MATERIALS

Wrtes guidelines 1o select evaluation committee

Gives guidelines to advisory panei to obtain reaction/approval
Translates guidelines to select committee members

Checks calendar to set dates for evaluations

Calis auditorium coordinator to schedule evaluation sessions
Reads literature 10 seiect items for evaluation

Talks to salesmen to select tems for evaluation

Reads memos frcm teachers 1o determine materials needs

Screens inputs to select iteris forev .. .on
Organrzes materisis 1N groups to pres 2% evaluation
sessions

Writes Iist of items and dates 1o Grde: - .ns for preview

Gives instructions to staff to have preview materials ordered
Attends evaluation committee meeting to lead discussion
Asks questions to determine application/use

Collects committee evaluations to compile evaluation report
Attends staff evaluation session to lead discussion

Asks qQuesuons to determine application/use

Discusses with staff to clanfy matenals needs

Coilects statf evaiuation to compile evaluation report
Combines evaluations iv develop evaluation rating

Sends evaluauon rating t2 computer 1o have evaluation rating
stored

Q
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TO PILOT TEST PROTOTYPE INSTRUCTIONAL MATER!IALS

Reads materials objectives to identify learner behaviors
Translates learner behaviors to develop prototype test
Compares test with objectives to insure test val:dity
Discusses test with author to insure test validity
Administers materials/test 10 student to try out tes:
Questions student regerding material to provide compenson
data
Compares te.t/verbal responses to check test vahidity
Ca. school to arrange for test audience .
Supervises secretary 1o have :ests typed/dupiicated
Takes materials/tests to schoc! to conduct pilot test
Gives instructions to students to orient them to pilot test
Distributes materials to class to conduct pilot test
5 Observes students using matenals to (dentify probiems with
matenals
5 Observes reactions of students to assess non-verkbal response
Listens to student questions to identfy problems with
materials
Distributes tests 1o class 10 conduct pilot test
Observes students taking tests 1o rdentify problems with test
5 Listens to student questions t¢ «dentify problems with test
Compares tests with answer key 1o score tests
Compiles scores for each Ciiestior to analyze data
5 Compares analyzed data/objectives to identify objectives not
met
5 Performs item analysis of test to 1[dentfy weak areas
6 Writes anecdotal data to iterpret resuits of tests
Sends materials to designer to have matenzls revised

nnonmo
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SUPFORT-SUPPLY FUNCTION.

UTIiLIZATION FUNCTION.

TO HELP STUDENT IDENTIFY LEARNING INTERESTS AKD
SELECT OBJECTIVES

Travels to school buiding to make self avallabie to students
5 Listens to student to inttiate conversation
Reads student records to identify relative educational
achievement
Piobes studen: te identify interest and talent
Reads stucent records to idenufy sccial/ethnic di*fference
Reads student records to identify interest/attitude
Converses with student to identify interest and talent
Responds to student 10 enrourage learning nterests
Makes suggestons to student to identify interest and talent
Reads student recerds to identfy past learning 1n area
Reads student? records to 1dentfy learning difficulties in area
Discusses with student to review past learning anc problems
in area B
Discusses with student to 1dentufy implications of past for
present
Analyzes with ~tudent t0 narrow iNterest based on past/
present
Analyzes with student 10 translate interest 19 broac objectives
Speaks with student to provide input on broad objectives
Analyzes with student to narrow broad ob:ectises
Analyzes with student to translate broad to behzsioral
objectives
Evaluates behzavioral objectives with student 1o select obrective
of immediste interest
5 A..alyzes with student to develop learning sequence for
objective

OOy, (8]
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TO HELP STUDENT SELECT LEARNING ACTIVITIES TO
MEET OBJECTIVES

oo
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Administers tests to student to test studernt learning style
Reads test results to analyze student learning style

Instructs studient to explain learming style

Discusses with student to expla:n idea of learning preference
Reads listing of learning activities to identify prepackaged
activities In system

Reads listing to identify learning activities related to objzctives
Compares student and activity objectives 10 select activities
relevant 10 student

Discusses with student to explain different activities

Analyzes learning activities to 1dentify human/media mix
Analyzes i23rning actvities to :dentify individual/group mix
Compares activities/learnir.g style to identify matches
Discusses with student to identify student learning preference
Combines activity/style/preference to make learning activity
suggestions

Discusses with student to evaluate suggested sclivities
Listens to student feecdback to 1dentify problems with current
learning activities

Combines different activities to generate new sets of activities
Discusses with student to evaluate combined activities
Listens to feedback from student to identify activity problems
not solved

Discusses with student tc identfy student 1deas for learn:ng
actvinies

Consults with student to help design individual {earning
activitic.

TO HELP STUDENT PREPARE TO USE LEARNING ACTIVITY

Discusses with stucent to arrange time for learning sctivity
Calls instructional materiais center 10 schedule matenals for
learning activities

Discusses w:th student to explain logistc aspects of iearning
acluivities

Discusses with stucen: to explain unique components of
learring activities

Discusses with studeni to review objectives of learning
acuvities

Discusses with student to encourage interest in [€arning
acuwvinies

Discusses with student to explain assessment procedures
Administers pre-test to coliect base-leve! data on objective
Listens to student 10 answer questions 0N use of learning
activities

TO LECTURE/MAKE MED!A PRESENTATIONS TO LARGE
STUDENT GROUPS

5
5
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Speaks to students t- :dentify objecuves -~ Dresentauon
Speaks 10 students to explain importance .: objectives
Discusses with students to identify group expectations .-
presentatuon

Speaks to students to present lecture information

Speaks to students to explain special media techniques
Operates media equipment to present nformaton
Discusses with students 10 ask students Questions
Analyzes question/answers to evaluate student understancing
Analyzes guestion/answers to evaluate presentation
effectiveness

Unserves student behavior 1o evaluate presentation
efectiveness

Translates evaluation to change presentation

Listens to students to respond 1o student questions
Speaks 10 students to respond 10 student QueslIons

Q
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7O MONITER IND!VIDUALIZED INSTRUCTION/SELF-
INSTRUCTIONAL MEDIA

Writes on student record to notc student attendance
wntes on student record to note learning 4ctivity used
Checks materials for learning activity tc check f ready for
student
Calis center to obtain missing componants

5 Observes student using matenais to identifv problems 1n
nandling materials

5 Discusses with student to explain handling of materials

5 Observes students using matenals to 1dentify problems :n
understanding

5 Observes students using mater:als to 1dentify probtems in

performance activities

Discusses with student 1o ascertain problem

Discusses with student 20 solve problem if simple

Discusses with student to recommend tutor 10 solve problem

Calls tutor to arrange for student sessicn

[ 0 )]

TO ACT AS RESOURCE FOR INDIVIDUAL/GROUP
DIRECTED LEARNING ACTIVITIES

Travels to school to be availabie to students

5 Writes capabilites/interests resume to identify capability/
interest to 3-udents

5  Wa:ts in office to be availabie to students

5 Speaks to students performing learning activities 1o ascertamn
objectives and activities

5 Speaks to students performing learning activities 1o ascertain

possible rote for self

Listens to students to learn If they need/want heip

Speaks to students 10 indicate acceptance of negative

response

Listens to student questions 0 carry out positive response

Discusses with students 1C phrase questions :n Other ways

Asks students Gguestions to probe problems/understandings

Instructs students to explain concept/information

Performs activity 1o demonssirate activity

Discusses with students to indicate further resources

(S04,
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TO FACILITATE GROUP LEARNING PROCESS

Instructs groun to explain facitiator role

5 Observes group learning process to gather data for
observations

Acalyzes group process to evaluate resource utihzation
Analyzes group Prucess to evaluate interpersona: refaucns
Analyzes group process to evaluate supportiveness of
members .

Analyzes group prcéess to evaluatc problem solving process
Anailyzes group pProcess 1o ev. J2te success in working to goal
Speaks to group 1o make process intervention

Discusses with Group to suggest analysis of process

Speaks to group 1o provide input where appropnate

a0 [H)}
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TO TUTOR INDIVIDUAL STUDENTS WITH LEARNING
DIFFICULTIES

5 Listens to student to hear student perception of learning
orobler

5 Questonrs student to identify what student does understand

S Questions stucer: toidentfy parameters of learning problem

5 Reads student reccrds to iICentify Similar past learning
problems



Reads student records to ident:fy past learning succes<es
Reads student records to identify learning style

Reads student records to identify affective factors
Disciisses with student to identify current peer/family relations
Synthesizes factors to fermulate rentative app:ocach
Discusses with student to have student evaluate tutor
approach

Speaks to student to prescnibe remedia. earning activities
£5ks student questions to probe understandings. probiems
Performs activity to demonstrate activily

Speaks to stuc. :nt to explain in new way

Listens to student responses/questions to evaluate stucent
learning

Speaks to student to answer questions

6 Analyzes student feedback to revise 1utGring aporoach
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TO FOLLOW UP STUDENT WORK ON LEARNING ACTIVITY

5 Discusses with student to obtain impression of learning
experience
Adrmunisiers post-test 10 ascertain student learming
5 Compares pre-and post-tests tc determine if student met
objective
Writes POst-test score to add to student record
Speaks - student t0 expiain post-test
Speak. .-+ .wdent to identify objectives not met
Listens t¢ student to get student view of test/objectrves
Speaks !0 student to suggest ;ecycle through process
Explains learming activily evaluation form to have student
evaluate learning activity
Sends negatwve evaluatons to mater2ls evaluator to have
{earning activity revised/eliminated
Cails parent to arrange for meating
Discusses with student/parent to explain student progress
Listens 1o parent 1o understend parent concerns
Discusses with parent/student to point out student concerns
Analyzes parent student differences to resolve possibie conflict
Discusses differences with parent/student to resolve possible
cenflict
Evaluates student/parent conference to wrnte report
Whites report of studen. parent confer2nce to keep record of
progress

Mmoo,
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UTILIZATION-DISSEMINATION FUNCTION.

TO MAINTAIN PROFESSIONAL STATUS/KEEP UP IN FIELD

o2}

Reads bc ~s/journail »~icles to lear Issues/new knowledge
Joins L.-ofessional associauons (e learn iIssues/new knowledge
Joins professional assocrations to develop professicnal
contacts

Attends conventuons to learn issues/new knewiedge

Attends conventions to develop professional contacts

Writes articles/convention papers to disseminate new :deas
Writes articles/convention papers to gamn recognmition in field
Discusses with colieauues to understand issues in field
Discusses with colleagues to 'Jentify positions i1n field
Discusses with salesmen to become informed of new products
Crrculates fliers to inform staff of new products

Maintains file of new equipment to keep informed on
technology

a o,
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TO DEVELOP DISSEMINATION STRATEGIES FOR
TEACHER TRAINING PROJECT

5

(8]

o oo,

Reads teacher training materials to 1dentify target audience
Reads regarding ta ‘'get audience to identify key geographical
areas

Reads regarding target aucience to 1dentify key mmstitutions
Reads regarding target audience 1o identify key individuals
Analyzes dissemination matenals to identify time institution
needs

Analyzes dissemination matenals to identify statf instuitution
needs

Analyzes disserminzsion matenals to identify iaciities
institution needs

Analyzes dissemination matenals to idenufy matenals
institution needs

Analyzes dissernination ma:enals to identifv sequence credit
problems

Translates materniais 1o hist venefits 1o institution

Anzlyzes methcds of involvement to involve institution In
process

Analvzes methods of involvement to involve indwiduals in
process

Examines instituuon influence patterns to 1ident:fy
dissermination flow

Synthesizes benefits/involvement/problems to «.evelop
dissemination plan

Discusses with colleagues to evaluate dissemingtion glan
Speaks with interested institutiun to Held-test dissemnation
plan

Admuitsters plan to tield-test dissermination pian

Examines increased use of matenals 1o evaiuate dissemiration
plan

Speaks with other institutions to operaticnalize fissemination
plan

TO EXPLAIN INDIVIDUALIZED INSTRUCTION PROJECT TS
VISITORS
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Speaks 10 vISItOr or supervisor 1o receive request for
infcrmation

Talks with visitor to get acquaintedsdiscover needs
Operates shide projector to make presentation on project
Discusses with visitor to explain project

Listens (0 visitor to rdentify questions regarding project
Discusses with wisitor to answer questions regarding project
Instructs visitor 10 summarnize project characrenstcs

Drives visii0r to schoo! to show project 1n operation
Instructs visitor to describe layout of classroom

Observes class with visitor to see project in action
Discusses with visitor to identify characternstic activities
Listens to visitor * 1dent:fy questions regarding project
Discusses with visitor to indicate act:vities answernng
questions

Guides visitor tour to keep visitor out of teacher's way
Speaks with students./teachers to arrange for diScussiOr . wiin
vISItor

Listens to visitor/student teacher discussion to provide heip f
needed

Discusses with visitor to summarize project

Collates project Iiterature to give matenals 1o visitor

~d



TO CONSULT ON MEDIA USE AND DESIGN
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5

Advises outside personnel to improve use of media techniques
Examines butlding blueprir’s (0 suggest nmprovements
Advises outside personnel 1o 1mprove tratning center design
Gives mulli-media prese..tation to demonstrate use of med:a
Tiscusses with audience to clanfy media principles used
Exarmines prototype matenals to sugges? improvements/
evaluate

Serves on cemmittees to dissem:nate information on mecia

TO PROMOTE INCREASED USE OF INSTRUCTIONAL
TELEVIS!OM (ITV)

5
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Discusses with contant specialisis to identify appropriate parts
of course

Designs mode! to clar.fy method - niedia decssions

Analyses researcn on | TV to1dent:fy reievant factors

Analyses cost effectiveness to demonstrate advantages B

1TV

Discusses hardware systems to evaluaie effectiveness
Observes hardware systems tu evaiuaie effectiver.ess

Writes repost o management io propose nstatlation of

1TV

TO REPORT TO MANAGEMENT
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Analyzes work performed in unit to prepare work £.ans
Assigns work weeds to funclions to prepare wWerk nians
Estimates work to be performed to prepare work plans
Analyzes work plans to develop supporting budget
Develcps sta¥ ime: outpu: cudget to support work plans
Writes progress report 10 Jescrnibe work performed

TOINFORM TEACKERS ON MEDIA

o ;m;n

Discusses ... . ;eachers to inform on matenais and equipment
Assesses teaching needs 10 suggest appropriate matenals
Circulates information (o inform them on materials and
equipment

Plans workshops to demonstrate AV services

Writes notice to announce demonstratton

Cperates AV equipment 10 demonstrate operation

Gives muiti-media cresentation to inform on AV services
Gives lectures to inform on hbrary procedures

Gives lectures to inform on CAl programmsng

Gives lectures to inform on language laboratory operatons

TO CONSULT WITH TEACHERS REGARDING IMPROVING
TEACHING BEHAVIOR

6 Reads snecial project proposal 1o identify desired student:
teacher behavior

5 Speaks to teacher t¢ receive request to consult

5 Whrntes on fcrm to mark frequency/type student responses

5 Compares student form with destrec responses to icentfy
discrepancies

5 Anaslyzes teacher form behavior to idenuty what 1s causing
student difficulties

S Discusses with teacher to explain siudent behawvior not being
mel

5 Discusses wilth teacher 1o expiain teacher behavior causing
problem

5 Listens !0 teacher t0 encouraqge suggested alternatives

5 Instructs teacher 10 suggest alternative behaviors

Q
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5 Confers with principa! 1o explain suggesticns made 10 teacher

5 Coniers with principal to explair how can help teacher

5 Confers wrth principa! to 1aentify project probiems

5 Instructs onincipat to explain use of project matenal

5  Observes *eacher behaviur to note improvements in teacher
behawvior

5 Compares ol- form/new resgonses to idennfy improved
student responses

5 Compares old form/new resbonses 10 identif 1> nrovec teacher
behawvios

5 Discusses wilh teacher to prdise improve I oance

5 Discusses with teacher to make further ¢ EN

TO ADVISE PRODUCT PLANNERS ON E2LCATION

MARKET

5 Compiles suggesuions of educators 10 suga: = products

S Evaluates new product specifications to align . Jucational
expectations

5 Evatuates changes 1n products to determine effect on
educationa! agnlication

5 Discusses with preduct planners to inform of educationai
needs

~ TO FACILITATE FULLEST USE OF COMPANY PRODUCTS

icentifies company procducts 0 :nform educators

5 Resolves usage problems to assist educators

5 Conducts workshops on prcducts to assist educatce -

5 Identifies need to produce pamphlet on product

5 Writes pamphlet to describe application of procuc
Discusses with saiesmen 10 nform on company protucts

TO ASSIST CONTENT SPECIALIST IN DEVELOPING

MATERIALS

5 Discusses with content specialists to define training problem

5 Poses alternative responses to define training problem

5 Evaluates course outline to idenlify coherent seaments

5 Discusses with content specialist to develop associated task
list
Gives instructions to content speciahsi to descnb.: use of
learning modes

5 Drafts iesson pian to meet training prcbiem

5 Discusses with content speciahsts 10 assist in TV orogram
design

5 Evaluates Oraft programs to assess methoaology used

TO TEACH BAS!IC AUDIOVISUAL COURSE

6 Shows himstnp to teach behavioral objectives

5. Descrnibes apprcach to teach behavioral cbjectives

6 Conducts simuiated task analysis to provide active learning

5 Encourages writing of objectives and tarts to teach through
active learming

6 Descrnibes media requirements 10 teach use ¢f media n
instiruction

6 Describes group size contingencies 2 teach use of mediz in
instiruction

5 Adwvises students 1o assist in teaching with media

5 Adwvises students 20 assist 1n multi-media presentations
Operates equipment to demonstrate equipment Operation

5 Teaches over CCTV toinstruct 1n media production

5 Teaches over CCTV to tnstruct i graphics tecm.mque
Operates TV amera to record session for ITV
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5 Advises students to inform on graphics techniques

Operates movie camera to demcnstrate to students
5 Adwises studerts to assist in making film
5 Administers pre and post tests to remnforce t€aching
Administers media sikills test to evaluate student performance
Advises students to better master teacher relations
Advises students to inform on courses 10 take
.Gives multi-media presentation 10 demonstrate use ¢f meoia
Operates movie projector 1o show exemplary films
5 Discusses with students t¢ clarify media principles

v oOowm

TO TEACH INTERACTION ANALYZIS

Operates audiotape recorder to tape ciassroom dialogs
6 Codes classroorm dialogs to provide models {or instruchion
Operates copier to provide transparencies of matrices
% Describes process of coding 10 teach how to code
Operates overhead projector 19 show matrices anc coding
Operates audiotape recorder 1o playback classroom dialogs
Discusses with students to clanfy coding dis.  zements
5 Role plays teacher in class tc demonstrate teacher hehavior

(3]

TO TEACH MICROTEACHING

5 Discusses with students to clanifv issues

Discusses microteaching principles to prepare tescher for
taping

Observes teaching episode to identify teacher behavior
Codes teaching behavior to provide model of behavior
Critiques videotape with teacher to point out teaching tehavior
Discusses with teacher to suggest bekavior improvements
Observes teacher reteaching to ‘dentify changes in behavior
Coces teaching behavior to provide modei of nevy behavior
Ciscusses with teacher tc 1dentfy behavior changes

Directs production of videotape to provide model for critique
Describes microteaching 1o inform studen? teachers
Operates videotape recorder to show teach/reteach to
students

(44}
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COMPETENCIES
FOR TECHNICIANS
IN
MEDIA MANAGEMENT

ORGANIZATION MANAGEMENT QOUTCOMES.

KEEPING OF PURCHASE RECORDS/ACCOUNTS

Deducts amount of purchase to record current ktaiance
Operates card punch machine t¢ record purchase
Ocerates 2dding machine to tctal montnly expenditures
Specifies delivery time/place 10 prepare purchase orders
Estimates cost per item to prepare price list

Sigrns forms 10 prepare purchase orders

Supervises se¢retary to prepare purchase orders
Supervises bookkeeper to credit district accounts
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KEEPING OF WORK RECORDS/PAYMENT RECORDS

Wirites number of hours worked to provide record for payment
Computes and records payments 10 keep reco:d
Computes time worked to determine payment

3 Assesses fee using fixed rates to pay narrator

3 Computes rotai hours worked to provide payment to operators

KEEPING OF STUDENT RECCRDS

Makes mark i1n register to record student presence
Records errois and frame numbe-” to record student progress
Writes post-test score {0 add 1o student record
Writes on student recurd to note student attendance
5 Assigns letter grades to record student progress

KEEPING OF MISCELLANECUS RECORDS

Lists number of recordings made 2o keep record of work
Checks list 10 note returned questionnaires
Analyzes circulation records to compute usage fgures
Adds up time equipment used to compute usage figures
Writes information on film in log book to record receipt of film
Writes comments of audience 10 record recommendations
Writes date in log book to record preview data
Collects compieted work orders to have record of operation
Compares extant list with previous to compile list of new
materials

3 Writes infermation on assignment to keep record

3 Receives forms from cistrict to compile county totals

5 Supervises analysis of forms to compile county totals

BILLING OF CLIENTS

Writes materials and time spent to previde record for billing
S Supervises secretary 1o bil! districts

FILING OF MATERIALS

Files broadcast log to maintain record

Files telex sheets to maintain record

Files used printing masters to keep records/Sies

Files purchase orders and vouchers to keep records/files
Fiies purchase orders 1o keep track of those not receved
Operates typewriter to update file cards

Files new information to undate files

Files order sheats in folder to keep records/hles

73



Compiles information on new m.aterials to add to files
Alphabetizes check-out cards to prepare to fle
Arranges shelf list cards to prepare for filing
Alphabetizes catalog cards to prepare for filing

MAILING/SHIPPING OF MATERIALS

4

4

Prepares film cactridge to mail to processor

Copies intormation from list to address questionnaire
Cperates typewriter to type film mailing {abei

Gives instructions 1o have materiais distributed

Tells secretary to transmit ietter to applicants

Discusses with supervisor to define shipping arrangements

TYPING

Operates typewriter to type inventory
Gperates typewriter to type order sheet

Operates typewriter to produce copv of business letter
Operates typewriter to type purchase orcers

Operates typewriter to type equipment hst

Operates typ@writer 1o typc repair reques:

Operates typewriter to type broadcast {ogs

Operates typewrniter ¢ type promotional materia!
Operates typewriter to type form request

Operates typewrter to type catalog

Uses tape recorder and typewriter to make transcript of
proceedings

PERFORMANCE OF MINOR CLER:CAL ACTIVITIES

3
3

5

Puts stapies on foldes 10 make stosage envelopes

Operates spirit duglicator to make copies of inventory
Writes list of titles to prepare specialist preview list

Whtes list of utles to prepare evaivation committee preview
list

Supervises personnel to receive equipment/matenais

ORDERING OF MATERIALS
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Mails order form to manufacturer to place materials on order
Writes to producer to request materials for preview

Notes supplies needed to write requisition list

Fills out order form to order materials

Writes list of items and dates to order items for preview
Arranges matenals requested to group order list

Lists materials/equipment costs to compile order list for
purchase

Whntes letters to manufacturers to remind of back orders
Writes letters to manufacturers to correct wrong orders
Talks with supervisor to report supply needs

informs secretary to order film for purchase

Calls box manufacturer to orCer boxes

Calls designer to obtain copy for labels

Calls producei to obtain type style for iabels

Calls printer to order labels

Calis unit orderning materials to inferm of manufacturer delay
Calls manufacturer to confirm order :

Checks level of supplies to determine need for orders

PURCHASING OF MATERIALS
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Sends Iist to director tc purchase matenals

Sends order forms to district 10 mitidte purchasing cycle
Assigns purchase order number to assure payment

Writes letter to manufacturer to cancel late orders

Reviews equipment orcer to approve for purchase

Compares list prices to determine best price

Makes decision to notify manufacturers to cancel late orders
Negotiates with management to institute open purchase
account
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ANALYSES OF CRGANIZATION COMPCONENTS

Examines forms used to identify nee&ed improvements
Examines current routing lists to identify major problems
Analyzes service requests to identify service needs

Writes memo to depariments to clarify service needs
Analyzes project personnel/organization to determine decision
makers -

Analyzes manageabiiity of project to derermine constrairts
Matches staff to activities to identify gaps in staff
Analyzes relations between functions to develop functional
matrix

Reads project reports to identify current woik

Anzlyzes budgei submissions to identify new programs
Analyzes activities toc determine staff/time/resources
Discusses with workers to ientify m:gjor problems

Calls departments to clarify service needs
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SCHEDULING MEETINGS/APPOINTMENTS

Selects meeting time and piace to hold demonstiation
Checks personal schedule to schedule time 3nd date
Selects ime 3nd place to hold seminar

Checks calendar to set dates for evaluations

Calls auditorium coordinator to schedule evaluation sessions
Calls parents to arrange for meeting

Calls applicants to set time and place for interview

Calls building coordinator to arrange for roa:m

Calls school to arrange for test audience

Discusses with training officer 1O arrange for piic: : st
Contacts individuais or schools to obtain subject -r study
Speaks to students to arrange for lessor simulation

Spa2zks to students 10 end lesson simulation

Speaks with students/teachers to arrange for discussions with
visitor '
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DETERMINING FINANCES/FINANCIAL CONSTRAINTS

Analyzes budget to ¢ etermine money available

Analyzes cost of model to determine if feasible

Anailyzes budget to determine cost constraints

Reads budget to discover fiscal resources

Submits proposal to contracts office to acquir? overhead

figures

Analyzes study costs to determine money constraints

Analyzes monetary considerations to determine financial
-aints

«.<was architect’s budget to ascertain proposed cost

Analyzes staff needs to determine staff salary needs

Analyzes budget to determine resources availabie

Measures costs of instruction to compute 1oney saved

Assesses requests for new equipment/materials to determine

purchase srionty
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SEEKING FUNDS

3 Transmits proposal to funding to obtain funds for research
study

4 Develops budget to suppornt research project

4 Wntes up budget tc support preposal

I
XN



Writes memos to managemaent 10 acquire funds for operation
Justifies expenditures to acquire funds for operanon
Contacts colleaguss to dentify appropriate funding sources
Negotiates with managsment to acquire funds for operaton
Reads - sdget to identify internal support money

Reads newsietters/money statements tc identify possible
money sources

Reads journals to idontify appropnate funding sources
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COM™UTING BUDGETS/FINAMCIAL RECORDS

Operates adding machine to compute total bucget

Performs cost analysis 1o comptute cost product data
Calculates money available to compute budget

Analyzes production plan to cevelop production budget
Estimates cost for each segment to develop cost analysis
Adds estimated costs for segments 10 develop cost analvsis
Analyzes pay scheduies to compute staff budget

Assesses equipment needs 10 compute equ:pment dudget
Assesses maternigls needs 1o compute materials £ _get
Projects system growth to develop projected budgei
Analyzes work plans to de_velop supporting budaet

Lists staff time and rates to determine staff budget

Lists equipment reeds and costs to determine equipment
dudget

Lists matenals needs and costs to determine matenais bucget
Totais costs 10 catermine total budget

Assesses expenditures 1o wnte financial plan

Compiles sub-budgets to develop budget draft

Incorporates improvements in budget to develop final budget
Examines alternate systems to develop initial budget

Lists projected equipment needs to provide budget information

»
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APPROVING/EVALUATING OF WORK/PRODUCTS

Reads bill from producer to approve for payment

Submits proposal to adminstration to approve for submission

Reviews purchase orders 10 apgrove for purchase

Rev:ews bills to certify for payment

Reads notification from board to approve vendor selections

Reads progress reports to evaluate project progress

Compares products/activities with goals to evaluate project

performance

Compares products/activities with goais to assure Quality of

work

5 Compares products/activities with goals 10 suggest
improvements

5 Compares past and present budgets to approve/disapprove
budget

5 Compares budget and past performance to approve/
disapprove budget

4 Supervises staff to insure work 1s completed

Talks with staff to evaluate programs

Discusses with advisory committee to evaluate program

improvements
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DETERMINING NEED FOR EQUIPMENT/FACILITIES/
PERSONNEL/PROCEDURES

Counts number cf staff members to ascertain tacihties needs

Analyzes production plan to determine equipment needs

Searches in file to select suitable location

Analyzes number and type activities to ascertain facilities

needs

4 Reads floor plan to examine current facilities

4 Reads current equipment inventory to Identify equipment on
hand

b b h
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Analyzes product:on ptan to determine talent/crew needs
Analyzes center inventor.es 1o iist staff, equipment and
materials

Analyzes relations and functions to define auties of personnei
Examines work of organization to identify how facil:ies can
help

Examines staff communicatians/interactior. o identify how
facilines can heip

Analyzes organization activities to ascertain eQu pment needs
Assesses cost restraints to detersmune hmits of project

Listens to staff desires 10 ascefntain faciiues needs

Listens to staff te ascertain equipment needs

Speaks to technical workers to ascertain jobs te be dore
Speaks 10 rechnical workers 10 ascertain workers needed
Selects three architects tc Gircuss facilities 1n depth

MAKING AVAILABLE EQUIPME - " /FACILITIES/
PERSONNEL

4

I
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Analyzes pm(:hase requests to determine which catalog to
search

Reviews new employee papers to determine s‘.ze/num.ber of
sessions

Makes arrangements iv ifansport crew/talent to location
Estimates staff need. to fill described jobs

Writes memos to advise hiring

Calis appropnate agency to schedule location

Calls warehouse 10 rent warehouse for siorage

Selects personnel to fill key pcsitions in structure

Speaks 0 realtors 1o seek addinonal space off campus

CHECKING FOR ACCURACY

4

Compares new matenals with invoice 10 check that order 1s

complete
Checks 1nvoice with purchase order to ensure both are correct

Checks typed budget 1o ensure correct

DETERMINING AND ENFORCING TIME CONSTRAINTS/
DEADLINES

ubdbobdbdw
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Wirites time schedule 10 assign completion dates

Defines PERT chart to assign completion dates

Analyzes time limits to determine time constraints
Analyzes activities to determine time for each activity
Calls contractor periodically 1o ensure product Gn time
Speaks to technical waorkers to ascertain amount of ime
needed

Measures time taken 10 compute ime Saved

Reads proposal to determine dates for evaluation reports

WRITING TIME/PERT CHARTS

GO ond bbb

Combines times to develop project umehne

Analyzes flow to identify major steps

Writes chart to formalize PERT scheduie

Writes operations plan to organize course cevelopment
Estimates time factors 10 orgarmze course developmen!
Analyzes relations of activities to aevelop PERT schedule
Analyzes ume for each activity 1c develop PERT schedule
Analyzes project hmits to develop PERT schedule
Assigns completion dates to design project deadiines

SELECTION OF PERSONNEL/MATERIALS/EQUIFMENT
AND PROCEDURES FGR MANAGEMENT

TS

Writes form letter to inform applicants of reject:on
Evaluates hist of contractors to select most aporopriate
Lays cu: samples to select equipment/matenais vendors
Transiates guidelines to select commitiee mernders



Y

Anaiyzes program protections ;¢ determine additions needed
Compares equipment on hand and needs 0 1dentity eGuipment
to be bought

Calls selected applicant to notify of selection

Speaks 10 client to set up review panel

Wntes report to board <! education to indicate vendor
selections

ADMINISTRATION/COGRDINATION OF PROJECTS
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Gathers employee information to disiribute to new employees
Assigns work 1o staff to meet goais of unit

Surveys market potent.al to decice on number of copies
Rereads contract to define desired sutcomes

Analyzes coals of project to define needed activities/produdts
Translares project achwvities 1o <evelop 1ob descriphions
Analyzes unit reguest to deternune need for traiming
Reguests sourse cevelopers ic obta:n size and type of progra-
Negotiates con:iract with customer to nit:ate protect
development

Speaks 10 staff to 1dentify project interests

Listers to vutsice Input to improve product

Reads proposal to determine 3dud:ence ‘or reports

MONITORING/CHANGING OF ORGANIZAT!ON
STRUCTURE AND GOALS

[&)] [ELI S I SN (I 5
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Analyzes service needs 10 Propose n2w 3ervice operation
Froposes new documen: 1100 0 improve research hibrary
Discusses with departments to propose ~ew service 0peration
Listens 10 feedback 0 -=vise Structiure

Discusses with auarer to idenufy feasible organizationai
structures

Discusses with auditar toidentify acceptabls orgenizational
structures

Confers with colieagues 10 evaluate structure matrix

Confers with celleagues to evaluate new structure

Speaks tc colleagues 10 beceme involved In new ventures
Discusses projects- money with staff to identify future prionities
Discusses with technical experts to design new orgamizational
modet

WRITING OF WORK PLANS/MANAGEMENT REPORTS
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5

Analyzes production details to write production plan
Anaiyzes work performed 17 unit to prepare work pians
Assigns work weeks 1o functions to prepare work plans
Estimates work to be performed to prepare work plans
Develops staff time~output budget to support work plans
Writes progress reports to describe work performed
Reviews project progress 1o present report to managemen:
customer

Discusses with staff 1o revise work plans

Converses with students 10 assign work areas

Evaluates student performance 1o wnte evaluation seport

CLARIFICATION OF MANAGEMENT GOALS

[N )
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Reads assignment outiine to clanfy general idea of project
Reads previous proposals to obtain background .nformation
Discusses w.th client 10 clanfy assignment

Discusses with teaching personnel to ciarify teaching
assignments

Consults with clien? to determine chient roles

Consults with client to datermine cornpany roles
Negetiates with funding source to clanfy detasis of proposal
Asks questions to clar®y general idea of project

Instructs customer in iogistics to define work. money - une
reiationships

Q

RIC

Aruitoxt provided by Eic:

65

PERSOMNNEL MANAGEMENT OUTCOMES.

HIRING OF STAFF

QMO OO OO0 DO ON

Makes recommendations to director to assist in hiring
Reads file of prospective s:a3ff to atternpt te hll staft gaps
Reviews applhication forms 0 select &pnhicants for interview
Reads resurr 2s of current steff 1o 1dentify possible grorect staff
Reads resu s to select applicants for interview

Seiects short iist of applicants to do initial intervievaing
Evaluates applications to determine trainees

Reviews job applications t0 make recommendations

Calls personnel office to hire shipping personnel

Calls unit head (0 ask recommendations on trainer

Calls trainer cho-en to notify of selection

1Gentifies field personne’ (v select program cdevelepers
Hires persannel to steff research project

Speaks with prospective staff to evaluate qualifications
Describes project and company tc initiate job interview
Interviews |ob applicants to select most suitable

Evaluates recommendaiions to determine best trainer
Speaks 1o current staff 10 identify possible project staff
Questicns applicant to ascerta n quahfications

identifies appropriate sta¥f to staff propcsed program

EVALUATION/ASSESSMENT OF PERSONNEL OUTPUT

4
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Supervises student arde to ensure correct performance
Assesses sta¥f work tc write performance reports

Reviews worker evaluation reports 1o detarmine acceptance of
wCrk

Discusses with teacher ;0 praise improved performance
Speaks to technical workers 10 review progress periocically
Evaluates employee performance to assess employee orogress
Eiscusses with staff to evaluate work performed

Observes staff work produc!s to evajuate work performed
Evaluares employe2 performance to write evaluation report
Discusses with peers 1o determine validity of reports
Discusses with worker to determine validity of reports
Discusses with supervisor to determine validity of reporis
Evaluetes teaching to assess work of teaching personnel
Gives 1NStruclisits On gperation to supervise assistants

ASSIGNMENT OF WORK TO PERSONNEL/OUTSIDE
CONSULTANTS

WWwowwwo

Assigns work on daily basis to schedule work lcads
Assesses work to be performed 10 approve requests for jeave
Uses telephone to call repairman

Calis talent 10 request them to audit:on

Calls associate to request assistance :n presentation
Identifies appropriate persons 1o ask them to preview films
Chooses appropriate narrator to obiain scrnipt narrator

ASSISTANCE IN COMMUNICATIONS BETVWEEN
MANAGEMENT AND STAFF

WL o,w
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Moerates toler machine to communicate with network
‘f.ntes procedural manugl to inform new employees

Writes recommendations 0 suggest promotions and av.ards
Conducts staff meetings to relay administrative directives
Talks with new ¢mpioyees to inform of procedures

Writes performance reports 1o iInform supenvisor

Negotiates witi personrei department t0 suggest cromotions
andg awards :
Discusses with staft ic relay interpret administrative
regulations

Persuades architect to meet staff 10 ensure staff input

o



INTERACTION WITH |NDIVIDUALS AND GROUPS
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Schedules maeting with direcizrs to discuss proposal
Attends staff evaluation session to lead discussion

Attends evaluation commitiee meeting to lead discussion
Summarizes points made 1o lead evaluation session

Whnites suggestions to iead evaluation session

Chooses subject matter to encourage seminar discussion
Speaks with client group to develop rapport with group
Speaks with individual mnmbers to reduce specific nhibitions
Speaks to project directors to persuade 1o produce
presentation

Operates tape recorder and microphone to Interview peopic tn
street

Drives to schools to consult with teachers

Advises students to better master teacher relations

Explains material to evaiuators to lead evaluation session
Shows materals to teachers to lead evaluzuon session

A~ESEARCH-THECRY OUTCOMES.

CGLLATION/SUMMARIZ!NG OF DATA IN PREPARATION
FOR ANALYSIS

5
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Supervises personnel . ensuie correct data coliation
Counts respcnses In each category to summarize data
Talhies responses to summanze data

Collates cata to measu:e effects of treatments

Prepares taily sheet to summanze data

Codes teacher benavior 10 categornize according to scale
Sets up data translation procedure to obtain answers from data
Translates objectives to define categortes of responses
Reads data to cetermine if categones fit

Classifies each response to pu? responses Nto categories
Listens to tapes of student sessions 1o summarize tutorial
strategies

ANALYSIS OF CATA

4
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Speaks with researcher to understand data to be analyzed
Supervises personnel to ensure correct data analysis
Compares test group with control 1o analyze effects of
treatment

Operates calculator to perform stausucal analysis

Reads statistical tables to pesform statistical analysis
Computes money/time saved to determine cost effectiveness
Divides cost by market to determine unit Product cosi

Sets up data processing procedure to analyze data

Analyzes data to measure effects of treatments

Translates data into formula to perform staustical analysis
Analyzes ' ‘udent errors to evaluate lesson/tutor “trztegies
Ano _es test results to compute effectiveness ¢/
Performs statistical analysis on data to quantfy (zacher
behavior -

Performs statstical analysis to measure teacher attitude
Performs statistical analysis to analyze data

INTERPRETATION OF DATA

oo,
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Compiles suggestions ¢ 2ducators to $uggest new oroducts
Compares data analysis with t:bies 1o determine significance
of data b o
Compares solutions/information to evaluate preposed
soluttons

Analyzes reality test results to revise model

Examines objectives/data analysis 1o interpret meanming ¢ ‘a
Analyzes tutonal strateg:es to identify common elements
Analyzes tutonal strategies to identity successful elements
Compares observed benavior to mode! to identfy teacher
kzAavior probiem
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Interprets andiyzeG datd 1o.centity most eiteciive 1ELHNLQUE
Identifies similar products to determine compeution
Evaluates rew product specifications to align.with educational
expectations

Evaluates changes in products to deterrine effect of
educauonal application

DESIGN OUTCOMES.

PRODUCTION OUTCOMES.

EVALUATION-SELECTION OUTCOMES.

DIAGNOSIS OF EQUIPMENT DEFECTS

3
3
3

- »
Tests language lab equipment to locate operating flaws
Uses tube tester to :Centify defective tubes '
Operates piojector to determine non-functioning pan
Consults drawing and parts list to :dent.fy non-functioning nart
Operates record piayer 1o determing non functioning pan

ASSESSMENT OF MATERIALS
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Selects time and date {0 preview presentation

Reads memos from teachers 10 determine matenals needs
Calis teachers in school to evatuatc maternals

Calls students/teacher in @ <ids: 19 évarwale matenals

Asks questions to determine app.Cclion/use

Discusses with staff to clarfy mater:ais neecs

Requests ¢content specialists to preview cid films

Discusses with teacher to evaluate matenals available
Discusses with teaching personnel to ¢vaiuate success Gf
course

Asks students Questions to determine if objectives are met
Analyzes technical quality to reject poor quaiity items
Previews old flms to 2valuate physical condiunn

Analyzes produced visuals to evaluate quakty

Previe'ws presentatton to evaluate presentation

Listens to tape to evaluate scund quality

Analyzes present cuinculum needs to reject rrelevant matenals
Analyzes future curniculum needs to reject irrelevant matenais
Compares matenals with teachers’ needs to reject irrelevant
items

Combunes factors to eliminate obvious rejects

Designs evaluation forms to evaluate effectiveness of couree
Analvzes program 1o assess logical development

Evaluates s!:des and tape to imorove qualty of matenai
Evaluates take to accept or reject film

Observes run-through to suggest improvements in film
Views materiai to d2 intidl screening

Operates movie projector to Preview film

Plays back videotape to check auality of recording

Pilot tests to evaluate effectiveness of matenals

Teaches course (o evaluate effectiveness of matenals
Observes student behawvior to e-aluate presentation
effectiveness

Analyzes quastion/answers to eva'uate presentation
effectiveness

ASSESSMENT OF DEVICES
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Discusses hardware systems to evaluate effectivenens
rerfcrms cOst anaiysts 1o recommenu equipment
Compares unit proGuct cost to determine D}Oducl
competitiveness

Observes hardware systems to evzluate effectiveriess
Evo'uates new equipment to assess compatibility



SUPPORT-SUPPLY OUTCOMES.

MAINTENANCE OF EQUIPMENT/MATERIALS
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4 Analyzes repair history to 1dentify equipment operation
problems
Inspects returred materials to check for damage
Inspects returned equipment to check for damage
Cleans lenses on projectors to keep 1n working order
Cleans AV equipment to keep in working order
Replaces jackets on records to keep clean
Operates air compressor to remove dust from projector
Cieans off coints and roilers to maintain film inspector
Puts plastic jackets on books to protect matenals
Cleans and dusts matenals to masntain cendition
Uses cotton swabs and alcohol to clean heads on videotape
recorder
Cleans and refi!!s chazo copier 1o mMaintain
Refills printing solution to maintain offset machine
Cleans roilers to maintain offset machine
Cleans work area to keep clean. organized
Demagnetizes heads on recorders 10 keep in working crder
Sprays conirols 1n consote to clean
O)'s AV equipment to keep 1n working order
Cleans language lab equipment 5 ensure good working order
Changes projector bulbs and fuses tu maintain 1in working order
4 Maintains eiectrical sys:ems to ensure working order

3

PICKING UP AND DELIVERY OF SQUIPMENT AND
MATERIALS

Marks list for packer to inform of r aterisls needed
Giwves inrstructions to custodiar to move heavy equipment
Calls custodian to have matenals dehvered

Repairs televisicn recervers to restore working order
Reparrs tanguage l2b console to restore working order
Repairs electrica! systems tc restore working order
Repairs CCTV studioc equipment to restore working order
Repairs FM transmitter to restore working order

KEEPi..G OF REPAIR RECORDS

Writes data on repair form to keep iecord of reparr

Writes information on card to keep record of reparr

Writes information on card to record damaged matenals
Lists equipment repaired weekly tc keep weekly records
Lists equipment repaired daily to keep daily records

Writes information on card to record perniodic maintenance
Wntes informaticn on each repair to maintain re, air history

REPAIR ANLC :NSPECTION OF MATERIALS

Carnes films to work area to prepare for irspecthon
Operates Alm inspertor te inspent 2nd repair film
Inspects returned matenals tc check for damage
Rz=muves damaged matenals to keep from circulat:on
Visuzlly inspects tapes to check {or hreaks

KEZPING OF EQUIPMENT INVENTORY

Copies informatior on card to prepare inventory card

Copies information on order form to mail 1o hibrary

Lig1e equipment recened lo COMpiie new equipment :nventory
Copies information from schedule cards to {ist equipment
hotdings

Corapares holdings with inventory to check ui.zuracv of
inventory

Operates typewrniter to ist inventory of holdirngs

Copies from inventory to list equipment and maternals

LABELLING OF EQUIPMENT AND MATERIALS

Copies information from file card 10 1dentify machines
Files card in equipment file to have record of machine
Replaces labeis on equipment to insure 1dentification
Stenciis label on equipment to 1dentify matenals
Stamps ownership mark on maternals to :dentify matenals
Ties tag on machine to «dentify machine

Affixes code number on chart to dentify

Affxes code number on chart to identify matenais
Assigns code number to chart to keep record

Labels kits of matenals to identfy matenals

Labels cartridges to 1dentify for future use

Futs labei on boxes to 1dentify boxes

Carries film 1o viewing room to await showin
" rewing r wa 9 STORAGE OF EQUIPMENT AND MATERIALS

3 Calls supplies department to request table and screens delivery 3
Selects specified equipment to take to classroom
Loads van with equipment to deliver to location
Unloads truck to deliver equipment
Wheels truck to classroom to deliver equipment
Uses checklist to locate matenals for celivery
Picks up and :arries boxes to load i van
Packs filmstrips 1n mathing tube to orepare for delivery
Wheels dollies to deliver equpm :nt
Carrres equipment to classroor, to deliver to classroom
Loads equipment on cart to deliver to conference room
Pushes cart to deliver to conference room
Unloads equipment to deliver 1o conference room
Packaces matenals to prepare for delivery
Packs films 1in box 10 return to library
Packs up equipment to return to AV center

3 Drives to location to deliver equipment

3 Drives car to pick up defactive equipment
3 Dnives car to deliver renaired equipment

I AN

REFAIR OF EQUIPMENT

3 Calls repairman to request repair of equipment
4 Assigns work 1o assistants o have equipment repaired
Selects new tubes to replace defective tubes
Tests projector fan to ensure working order
Uses tube tester to iest tukes
Replaces needle 10 restore working order
Uses strobdscopuc disc 10 check turntable s
Removes stuck copies in copier to restore operating condition
Changes bulbs 1n cverhead projector to restore working order
Repairs lecterns 10 restore working order
Replaces fuse to restore working order
Repiaces tubes to restore working order
Operates equipment to test repatr
Operates equipment to test reported malfunctior

ERIC
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Whntes shelf list cards to identify locat'on of matenals
Gives instructions to have old flrn destroyed

Supervise. personnel to store equipment;/ maternals
Analyzes extant maternals to remove out-of-date materials
Places inspected films on shelves to store for future v .«
Carries equipmen? to room 1o store equipment

Unpacks returned filmstrips 10 return to storage

Sorts materials to prepare for shelving

Flaces matenais on shelves to store for next use
Replaces equipment on shelves to store for future use.
Carnies boxes te store room to store boxes



VERIFICATION OF

3
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ORDERS/LISTS ;

Calls producer to ascertain correct title -

Checks catalog notation 10 insure acedracy

Compares equipment with purchase order to ensurc order is
Correct

Compares list with past iist to check accuracy

Reads catalog to veérify citation of film

Checks title and number of film to insure accuracy

Checks student schedule to identify correct ass'gnment
Uses reference books to check accuracy ¢f fiim notation

COMP:LING OF FILES/CHECKLISTS
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5

Files references by subject area to compile matenals file
V/rites briefing guide to provide briefing guidelines

Selects articles on mecdia to compiie hicrary of materals
Analyzes crucial operating factors to design readiness checklist
Lists equipment operatiun problems to list crucial operating
tactors

Analyzes catalogs and files to list reiated maternials

TRANSMISSION OF VIDEGTAPES

5
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QObserves builders at work to ensure specifications are met
Operates videotape reccrder to transmit programs frem
network

Scheduies time and date to arrange ‘or CCTV broadcast
Prepares VIR set-up to ready for playback

Ooerates YTR to playback recording

DISTRIBUTICN/CIRCULATION GF MATERIALS

4

Reads daily schedule to idenufy matenals neeved
Coordinates materials procurement to ~rov o nceded audio
and visugais

Supervises g nsL el 13 redistnibute e Juipment/matcnals
Pastes date-cJe slips it books 1o prepare fur circulation
Sets up circulatio;. desk daily to prepare for distnbuticn
Pre-stamps cate due cards o prepare for distribution
Matches films with orcer ships to assign film to requestor
Checks lists to deterrmine if materials available

Lecates réquested matenzl to assisi requestor

. Plans new routing list to improwve circulation

SCHEDULING OF MATERIALS/ECUIPMENT/FACILITIES

w
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Fiies copy of schedule card to keep record

Writes work order to record operatiun needed
Schedules matenals to reserve for use

Writes date scheduled 0 record date needed

Writes requestcr’'s name to reserve materials

Writes in time chart to schedule conference rooms
Copies information tc worksheet 10 reserve projectionist
Fites copy of work order to have record of operatiocn
Schedules facilities to reserve for use

Discusses with requestor to schedule preview time
Talks with requestor %0 get information on maternals needs
Calls room coordinator 10 schedule conference rooms
Calls tutor to arrange for student session .

Cails scund studio to schedule time for-recording
Locates schedule card to record date needed

Chooses alternate date to reserve materials .

Checks schedule book to determine if matenals available
Schedules bus and driver to reserve for field trip
Checks matenals for learning activities to check if ready for
student

Plans new scheduling system to improve scheduling
Scheduies equipment o reserve for use

68

PREPARATION 08 UTILIZATION OF FACILITIES/
EQUI'PMENT

P WWLHWO

3

Visits presentation location to review physical faciities
Discusses with instructor to identify program need
Discusses with presentor to clanfy presentation details
Discusses with instructor to determine room size and character
Designs cue sheet to assist projectionist and speaker
Surveys room 10 plan VIR set up

QOrganizes matenals ir grow.ps to prepare for evaluation
sessions

Sets up appropnate equipment to prepare for conference
session -

Arranges furniture 1o prepare for conference and preview
Loads projector to prepare for use

Lays out matenals in lab to pref are for “tudent use
Turns on equiprient to prepare for student use

Sets up conscle to prepare forinstructor

‘CATALOGING OF MATERIALS
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Writes data In catalog to update catalog

Files catalog cards to keep records

Lists new materials 1n catalug to update catalog

Writes short description of film to catalog film

Compares title with catalog to determine if already cataiogued
Determines standard notation to prepa“e to catalog

Lists subject headings to matenals to 1dentify them

Assigns sequentiai control numbers to catalog riew matenals
Assigns subject headings to classify materals

Removes out-of-date cards to keep cataiog files current
Adapts cormercial catalog cards to catalog to local needs
Checks classtfication list to cross-index materials

Reads new ::aterials to ciassify matenals

Reads review of maternals to cross-index matenals

Peads curngulum guides to classify matenials 1n curriculum
areas -

~ OPERATION OF COMPUTER TERMINAL

Operates computer terminal t3 print out tutorial strategy
Qperates computer terminal to list messages received
Operaces vomputer terminal to make program tapes
Operaces computér terminal to delete oid programs

INSTALLATION OF EQUIPMENT
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Builds soundprocf ceiling to equip CCTV studic

Hocks up eqipment to install equiprent

Unpacks equipment to prepare for installation

Reads physical schematic to Cetermine equipment i2you?
Examinas A00r plan to determine locazion for components
Reads winng clagrams o determine eiectrical iayout
Reads specificatiuns to determine contents and number

PREPARATION FOR MULTI-MEDIA PRESENTATION.

W

Stands up screens to prepare for preseniaton

Places tables in position to prepure for presentation

Tzpes extension cords to floor to prepase for presentation
ests control device to prepare for presentation

Sets up ecuirment to prepare for multisc rcen dresentation
Sets up contro! device to £renare for presentation
Analyzes physical facinties 1o determine placement of
equipment 2nd audience

Runs through presentation .0 check fo: “echnical accuracy



'ORDERING OF FILMS/MATERIALS/EQUIPMENT
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Mails order sheets 10 order films

Discusses with student to arrange tume for learning activity

Calls teacher/students to arrange for human components of

learn'ng activity

Calle instructional matenals center to schedule matengls for
 learning activity . -

Calls producer to obtain sa mf:le_ components

Calls equipment supplier to request equipment delivery and set

up ) )

Analyzes usage figures to project equiprrent 1eeds

Analyzes equipment needs 10 plan equipment acguisizion

LOCATION OF MATERIALS

5
5

Analyzes matenals file to select references
Researches materials files to locate appropnate matenals’

‘

ORDERING OF REFLACEMENT MATERIALS

Lists missing equipment to request replacements

Lists missing items 1o prepare replacement list

Writes to central office to request replacement items -
wmtes order forms to order spare parts

Calls croducers to request replacement materials
Observes stock of paper to insure adequate supplies
Estimates spare parts needed to stock repair cervice .

. g

TRANSMISSICN OF RALtO BROADCASTS

.. -
Reads aloud !0 announce station identification

Reads aloud to make radio annotncements

Observes audiometers to monitor broadcast signal

Operates broadcast console to switch program sources
Arranges tapes 1 rac« to prepare to broadcast

~ -

UTILIZATION OUTCOMES.

PREPARATION FOR LEARNING ACTIVITIES

4

PRESENTATION OF INFC‘RMATIONY' !

3
3

w
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Prepares matenals and equipmantin lab to prepare for student
use .

3.
Traveis to school t¢ be availabie to stidents
\,

Schedules meetng with director to Show presentation
Schedules meeting with writér to show presentation
Operates media muipLent to present information
Operates slide projector to show presentation

Operates equipment to show muli.screen presentation
Reads scnpt and shows slides 1o show raw presentation to
chent

Instructs students to explain concept/information

Speaks 10 group 1o provide jnput where apu. opriat2
Speaks to students 1o present lecture information

Q
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UTILIZATION-DISSEMINATION OUTCOMES.

DISTRIBUTION OF INTORMATION

3

3
4

4

4
4
4
5

5
&
5

5

5
5
5
5
4

3
3
4

Mails copy of work order to inform Instructor

Sorts incoming masl to distribute 1n boxes

Circulates flyers to inform staff of new products

Lists operating flaws in equipment to inform repair technician
Writes notifications to inform teacher of film arrival
Distributes information to get information to émployees
Transmits report to funding source to disseminate research
findings

Collates project Iiterature 10 give mateniais to viSIto;

Writes notice 1o Publicize demonstration

Compiles list of recommended equipment to inform staf{
Lists recommended equipment per unit to inform statf

Lists recommended manufacturers to inform staf{

Writes instructions to inform production units ,
Writes memos to fieid personnel to inform on progress of
course ’

Writes report to managemant to inform on progress of course
Assesses cost benefits of training to inform management
Translates technical Jangua e to describe preject to
management/customer

Writes  Dort on project to present progress to management/
customer

Ediis report on project to disseminate findings

Develops new procedures tc route information

Wntes reports to dissemiriate findings

Conducts briefings to inform ¢n progress of course

Wtes summary of data to report to supervisor

Distributes messages received 1o infcrm statt

Sends nouScations to recuestor to inforin o date scheduled
. Sends reactions to procducers to inform producers

Sends suggesuions 10 director to inform director of needs
Circulates information to inforrn on matenals and equipment

DISCUSSION (TWO-WAY INTERACTION}
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Usas telephone to answer service qQues:ions

Converses with supervisor to discuss repair

Discusses with client group to answer questions regarding
evaluation

Discusses microteaching principles ;. or
taping

Discusses with students (o clar . issues
Discusses with visitor *0 answer queslions

Listens 0 visitor/student/teacher discussion t¢ provide help if

needed .
Discusses with wisitor to Summanze activities

Discusses with students to clarify media principies
Discusses with student to explain different activities
Cnuques videotape with teacher t¢ point out teaching
behavior

Quserves teacher teachingto 1dent'fy changes in behavior
Conducts seminar 1o encourage discussion

=are teacher for

TEACHING (FORMAL INTERACTION)

Lo -

»

v v

Designs conference to inform management of changes
fves instructions to students 1o orient them to Dot lest
Discusses with students 1o clarify elements of composition
Discusses with students to clanfv lenses/setting decisions
Supervises use of iInstamatic to provide experience In
photography

Discusses camern pictures ta clanfy punciples of composition/
setung

Discusses wnth teacher to suggest behavior improvements
Speaks to manag:ment and customer 1C present project
progress '

Supervises training conferences to teach new tezcher
behaviors '

Operates slide projector to make preser.tation on project
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Gives directions 1o students to assist 1n equipment operation
Gives lectures 1o inform: students

Teaches over CCTV to instruct in media production

Advises students to assist in making media production
Advises students 10 assisi in multi-media presentations
Administers pre- and post-tests 1o reinforce teaching.

Shows how to replace bulbs to inform aides

Explains operation of equipment to inform instructor
Teaches preventive maintenance 1o inform repairmen
Shows how to operate dictaphone to instruct students

D emonstrates equipment operation to train student workers
Describes microteaching to inform student teachers
Explains tasks to be done to train staff

Encourages writing of objectives to teach thru active learming
Encourages writing of objectives and tests to teach through
active learning

EXPLANATION (INFORMAL INTERACTION)
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wWriies date and name on card 1o inform requestor

Uses teiephone to answer routine quest:ons

Converses with assistants to ad'.ise on repairs

Talks with teacher to inform of procedure

Discusses with teacher to explain references sources
Speaks to visitor or superior 10 receive request for infuii2t2n
Calls produceis to inform of mistakes in product

Calls coileagues 1o inform of staff needs

Calls piacement agency to inform of siaff needs

Speaks to technical workers to inform of deadlines
Discusses with client group to cre2te non-threatening
evaluauon

Discusses with student 1o explain logistic aspects of learning
activity

Discusses with student to explain unique components of
learning activily

Discusses with student 10 explain assessment procedures
Discusses with student to expiain handhing of materials
Discusses with student/parent to explain student progress
Discusses with teacher to explain student behavior not be:ing
met

Discusses with teacher 1o expla n teacher behavior causing
problem

Discusses with principal to explain suggestions made to
teacher

Discusses with.teacher 1o make further suggestions
Discusses with product pianners to inform of educational
needs

Speaks 10 technical workers to expiain PERT chart

Speaks to student to explain post-test

Speaks 10 teacher 10 receive request 1o consult

Speaks 1o architects in person 1o explain facilities needs
Drives visitor 10 school to show pbroject 1n operation
Instructs group to explain facistator roie

Instructs group to explair conternt/process difficulty
Adwises students to inform on courses to take

Discusses with t2achers to inform oh materials and equipment
Insiructs chient group to explain purposes of evaluation
instructs client group to explain role of evajuator

Instructs customer in Il to define problems in process
Instructs customer in il to define changed concepts of
mstrucuon

instructs customer in il to define effects on curnculum
instructs customer tn If to define new role of testing
instructs visitor to describe layout of classroom

Serves on commuttees to disseminate iifermation on media
instructs teacher to suggest alternative behaviors

INStructs sucemnvIsor 1o expiam use (Ji matenal

Advises teachers to inform of materials availabie

Advises on fiilm making techniques tc inform staff
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 COMPETENCIES
FOR TECHNICIANS
IN° -
MEDIA PRODUCT
DEVELOPMENT

ORGANIZATION MANAGEMENT OUTCOMES.

ASSIGNMENT/COORDINATION OF WORK OF U175/
PERSONNEL : :

Gives instructions to staff to have preview matenais ordered

Writes standard production order to coordiniate production

Writes time schedule 19 assign completion dates

Writes memos 1o departments 1o request review of extant

materials )

Transmits script 10 narrator 10 have tape produced

Reads assigned script 1o assess work to be done

Routes incoming correspondence to assign for action

Estimates number of copies needed to order publications

Writes memo to subordinates to require budget submissions

Converses with supervisor to clarify assignment

Gives instructons to secretary 1o have budget typec

Calls production unst to arrange for production of visuals |

Calls school to arrange for evaluation data collection

Calls computer ¢center t0 arrange for data process:ng

Supervises secretary to have tests typed/duplicated

R 2quests secretary to have hst of old films compiled

Gives instructions to lab to have prints preéduced

Discusses with publications unit to organize mass production

Identfies teaching personnel to assign to course

Explains work of organization to give archiytect design

specifications

Explains how facilines aid work to give architect design

specificatons

5 Expiain's communications/interaction needs 1o give archrtect
design
Specifications

5 Explains special needs of staff to give architect design
spec:fications

5 Explain financial constraints to give architect design
specifications

5 Discusses with staff to determine work assignments
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DETERMINING AND ENFORCING TIME CONSTRAINTS/
DEADLINES

Writes ime schedule to assign completion dates

Defires PERT chart to assign completon dates

Analyzes ume limits to determine time constraints
Analyzes activities to determine time for each activity
Calls contractor periodically to ensure product on tume
Speahs to technical workers to ascertain amount of time
needed

IMeasures tume taken to compute time saved .
5 Reads proposal 10 determine dates for evaluation reports
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PERSONNEL MANAGEMENT OUTCOMES.

HiR!G OF STAFF

M akes recommendations to director to assist 1n hinng
Reads fle of prospective staff to attemps to fill staff gaps
Reviews application forms to select applicants for interview
i ids resumes of current staff to identify possibile project staff
Reads resumes 1o select applicants for interview

Selects short list of applicants to do initial interviewing
Evaluates appllcanons 1o deterin.ne trainees

Reviews job applications ¢ make recommendations

Calls personnel office to hire Shipping personnel

Calls umit head 1o ask recommendaztions on trainer

Calis trainer chosen to notify of selecuon

Identifies Geld personnel to select program developers
Hires personnel to staff researcn project

Speaks with prospective staff 1o evaluate gualificatrons
Describes projec: arnd company to imuiate |ob interview
Interviews job applicants to select most suitable

Evaluates recommendations to determine best trainer
Speaks to current staff 1o [denufy possible project staff
Questions applicant 1o ascertain quahfications

|centifies appropriate st- .o sta¥ propezcd program
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RESEARCH-THEORY OUTCCMES.
DESIGN OUTCOMES.

PRODUCTION OUTCOMES.

PRODUCTION OF OVERHEAD TRANSPARENCIES
Applies tape or hinges 1o mount transparenciss
Assembles sheets of film on rnount to produce overlays
Operates 3m mach.ne to make transparency of hard copy
Nperates diazo machine to Make transgarencies

-saches adhesive color material 1o add color to master

PRODUCTION OF PHOTOGRAPHIC MATERIALS

3  Gives directhions to art department to make siides 1nto test pnnt
4 Adwvises photograpber to assist 1n location shooting
Uses sealing 1ron 1o mowunt shdes
Uses shide mounts to mount shides
Inserts film cartndge *o load camera
Operates copy camera to photograph copywork
2 Mixes chemicals 1o process film
Processes black-and-white film to develop film
Operates cuntact pnnter to Make prints
Operates copy camera to make photographs
Inserts film to load camera
Operates camera to make photoaraph
Operates copy Srocess camers 192 make halftone copy
Sets up tripod and camera tc prepare for shooting
Tests hight level to set camers
Frocesses color film to develop film
Selects appropriate equipment to perform photographic
assignment
Selezts appropriate fitm to perform photographic assignment
Chooses aggropnate chemacals to Drocess black-and-white
fiir
5 Cho.- -< anpropnate chemicals 10 process fi..n
S Cho-~-es appropfiate paper to print film
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PRODUCTION OF PRINTED MATERIALS

3

Gives instructions to have copies made

Operates adhesive ceating machine to apply wax to matenais
Operates soiral binding machine to bind materials

Applies (<. 2ring to master to prepare master for printing
Cperates copycat machine to prepare piates for offset
Operates offset press to pnnt matenals

Assembles matznals on Master 10 prepare COpy for print:ng

PRODUCTION OF AUDIO RECORDI!NGS
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Gives »ignals to techmical staff to produce audio recording
Guives instrectians o studio staff to have master made of audic
recording

Operates stopwatch and recorder 1o hime scratch tape
Makes arrangements to preduce duplicates of tape

Guwes instructions to sound crew to direct audio recording
Operates tape recorder to record lesson simulation
Operates tape recorder 10 record class proceedings
Operates magneuc erasing machine to erase audiotapes
Operates high speed duplicator 1o produce copies of
audiotapes

Presses tone button on cue to put signal on tape

Watches meter t ensure appropriate volume

Operates tape recorder 10 produce recording

Operates two tape recorders 1o make duplicate audiotapes
Operates tape recorder and record player ic produce
audiotages from records

Operates tape recorder and TV to make tapes of TV programs
Operates mov:e projector and recorder to record audio from
film

Cperates tape recorder and projector 1o make synchronized
audiotape

Sets up audio equipment to prepare for recording

Reads scnpt aloud to produce scraich tape

Times scratch tape te assess length of tape

Mixes narration tape and sound 1o produce finished tape
Checks audio equipment to prepare for recording

Chooses record to be background music for tépe

Evaluates scrip® to choose appropngte music anc effects

PRODUCTION OF TV RECORDINGS
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Lifts 2nd carnes proos to arrange set for tap'ng

Operates TV carnera to video record ITV lesson

Prepares videotape recoroer set-up to ready for recording
Sets up videotape recorder 10 prepare for taping

Sets up mikes 1o prepare for tapin~

Sets up portable camera 1o prepare for taping

Operates videotape »ecorder 1o record production

Sets up lights to prepare for taping

Gives signals 1o talent and Crew to direct production
Rehearses presentation to direct videotape recording
production

Directs talent and crew to direct ITV production

Surveys classre *m to determine set arrangement
Operates videotape recorder to record programs from network

PRODUCTION OF CAl MATERIALS

5

&

Operates computer terminal 1o store program 10 memory
Analyzes steps In flow chart to transiate into computer
language

D
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PRODUCTION OF MOTION PICTURES
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Gives instruction to camera crew to direct shots to be iaken
Grives instructions 10 talent to direct actian for shots
Discusses with film editcr to explain Alm concepts
Operates moticn picture camera to record action
Operates motion picture projector to preview raw footage
Uses film splicer to splice raw footage

Operates sound equipment to record sound

Splices film to produce continuous footage

Prepares camera to ready for shooting

Prepares' sound equipment to ready for shooting
Organizes shot breakdown to provide shot sequences
Analyzes script to write shot breakdown

Edits film footage to produce final flm

PRODUCTION OF COMTOUR MAP

3

_Draws lines on fiberglass base to outhne map
Cuts pieces of styrofoam to build contours
Glues pieces of styrofoam to build contours
Uses paintbrush and paint to paint i topographical features

GETTING APPROVAL OF MATERIALS

5

Discusses with specialists to have rough cut approved

DESIGN OF ARTWORK/LAYOUT

3
a
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Gives instructions to have brachure designed

Discusses with art department to assign color and lettering
Arranges letters and picture to produce antwork

Measures picture to produce scale drawing

Draws scale diagram to serve as blueprint

Traces hines on master to prepare jllustrations

Uses color hft process to make visual

Lays out design on finished form to prepare 1o make chart
"Masks tissue over visuai to indicate image area

Uses compasses. pain!, and brushes to paint pictures
Draws rough sketches to dezign title frames

Desig~s layout to design record sleeve

Sketches rough visuals to illustrate course outline

Draws ong, ~lcartcons to illustrate matenals

Chooses appropriate colors to illustrate chart

Chooses colors and styles to give continuity to presectas:on

PRODUCTION OF PROTOTYPE DEVICES

5

5
5

Writes technical specifications for contract to initiate
production devices

Designs basic parameters of device to specify for production
W:ites guidelines to specify minimum spec:fications fo
equipment

PRGDUCTION OF MULT!PLE COPIES/PROTOT /PE

MATERIALS

4 Gives instructions to have multiple conies producecd

4 Cclis production departmeni to have prototyp+ produced

& Gives instructions for producing artwork

S Assesses draft training materiais 1o make production decision

O
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ORGANIZATION OF COMFONENTS
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Arranges matenals 1n seguence 1o organize in presctibed order
Arranges slides in sequence (o organize n prescribed order
Analyzes scnpt to assign pauses and tape stops

Arranges storyboard cards bv main ideas to assign frame
numbers

Reorders script to follo
Sequences shdes to m«
Rewrites cortions of sc words to existing visuzls
Listens to scratch tape o ~Jio and visuals

Discusses with author to gei wpproval of storyooard

Views sequences of film to approve rough cut

nihicatiens
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EVALUATION-SELECTION OUTCOMES.

MCMITORING OF cQUIPMENT OPERATION
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Tests equipment to insure operating condition

Tests levels on mikes to ensure gquality o® sound
Monitors audio dials 1o make adjustments in level
Monitors sound from location to check quality

Observes monitor to adjust set and camera

Observes set on mortors to ad;ust set and lighting
Observes equipment 1n operation to assess performance
Operates each component to test working order

VERIFICATION OF INSTRUCTIONAL SYSTEM
COMPONENTS

4
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Calls unit head to determine accuracy of matenals

Checks shides produced to insure order filled

Checks pictures zgainst scnipt to1nsure all visuals present
Listens to recording to insure accurascy

Proofreads copy to check for errors

Checks course matenals to Insure correct catalog natations
Checks shot segments to insu-e all taken

Reads pnint-ou’ v check program

SUPPORT-SUPPLY OUTCOMES.

IZATION OUTCOMES.

ITILIZATION-DISSEMINATION QOUTCOMES.

83



COMPETENCIES
FOR TECHNICIANS
IN
INSTRUCTIONAL
PROGRAM DEVELOPMENT

ORGANIZATIO™ MANAGEMENT OUTCOMES.

PERSONNEL MANAGEMENT C JTCOMES.

INTERACTION WITH INDIVIDUALS AND GROU»S

Schedules meenng with directers to discuss proposal
Attends statt evaluation session 10 fead discussion
Surnmarizes points made to lead evaluation session

Writes suggestions to lead evaluation session

Chooses subject matter to encourage se:"una: disCussion
Speaks with client group to deveiop rapport with group
Speaks with individual members to reduce specihc inmoittons
Speuv~s 1o project directors to persuade to procduce
presentation

Listen:. to student 10 1niiate conversalion
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Drives 10 schcols to consult with ieacr=rs

Advises students to better master teacher relations
Expiains materia: to evaluators to lead evaluation session
Shows matenals to teachers to lead evaluation session
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RESEARCH-THEORY OUTCOMES.

ANALYSIS OF DATA

~ Speaks with researcher to understand dzi. o be analyzed
Supervises personnel 10 ensure correct data analvs:s
Coinpares test group with control to analyze effects of
treatment

Operates calculator 1o perform statistical analysis

Reads statistical iables to performn statistical analys:s
Computes money trng saved 1o determin- COst eifectiveness
Dwides cost by rarket “. determine unit product cost

Sets up data processing procedure to analyze data
Analyrzes data to measure effects of treatments

Translates 4ata into formula 1o perform statistcal analysis
Analyzes < :dent errors to evaluate lesson/tutor strategles
Analyzes tes: resuits i¢c ompuie effectiveness of television
Performs statistical an. ,sis on data to quantfy teacher
behavior

Performs statistica! analysis to measure teacher atuitude
Performs statistical analysis to analyze data
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INTERPRETATION OF DATA

5 Compiles sugyestions of educato:s to suggest New products

4 Compares data analysis with ratles to determine sigruficance
of data

S Compares solutions. informai-on 10 »vaiuate prcposed
~olutions

S  Analyzes reality test results to re'nise model

Examines objectives. data analysis (o interpret medning of data

5 Analyzes tutondl strategies to idenufy common elements

(3]
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5 Analyres tutonal strategies (o identity suc. essful elements

5 Compares observed behavior to model to identify teacher
behavior problems .
5 Interprets andiyzed data to identify most ettective technigue

Identihes similar products 10 determine competition
Evaluates new product specithcations to align with educatunal
expectations

Evaluates changes in products to detesmine eftect on
ecucational applhicanon
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DESIGN OUTCOMES.

ANALYSiS AND DESCR!PTION OF LEARNERS

IS

Writes letters to past students 10 develop student profle

5 Discusses with clieni to define targed population
D scusses with client to cetermine group size and characte:
Tabu. '=s responses from letters to develop studen: prohle
Tabulates information 1o develop Nstructor profile

5 . Analyzes potential audience to $tate assumptons about

l«-arners

ANALYSIS AND DESCRIPTION OF CONTENT

o

Dls;usses with content speciahists 1o assist in snstructional
program design

Discusses with content experts (O understand content
Discusses with client to reconcile confhicts in data

Discusses with content speciaists toiGentify appropriale pans
of course

Visits localiiy to obte : background informatiun

Analyses research on 1TV to identfy reievant tactrors

Reads matenal provided to separatc n'o major ideas

Writes summary of majcr ideas to orga: 2 content

Defnes eniry behawvior of students to determine content
Analyzes script to identfy majordeas

Wrntes rough outline of conten: to develop course content
Analyzes objectin es/flow chart to write content outhne
Analyzes cuirent content to decide f teaches to objecuves
Analyzes current content to deterrmne procedures leatner mus!
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Evaluates course outhne to identify coherent segments
5 Analyzes areas 10 identify curniculum topics

(8]

DESIGN OF PRE- AND POST-TESTS

Analyzes objectives 10 write pre- and post tesis
Analyzes test construction 10 hist charactenstics
Desicns sample tests to prov e models tor instruction
Analyzes objectives to wrnte pre-test
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PRODUCTION OUTCOMES.

EVALUATION-SELECTION OUTCOMES.

ASSESSMENT OF PEOPLE

5§ . noserves teacher behavior 1o note improvements in teacher
Dehavior

Coces student behavior to determrne teachirg effectiveness
Obs.:ves teache: behavior to determine {raiming effecuiveness
Comipares old form/new responses to dentfy improvead
1eacher behavior

(S G



ASSESSMENT OF MATERIALS
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Selects time and date 10 preview presentation

Reads memos from teachers to determine matenals needs
Calls teachers ir one school to evaluate matenals

Calls students/teacher in a class to evaluate material

Asks questions to determine application/use

Discusses with staff to clanfy matenals needs

Requests content specialists to have them preview old films
Discusses with teacher to evaluate matenals available
Discusses with teaching personnel to evaluate syccess of
course

Asks students questions to determine .f objectives are met
Analyzes technical Quality 1o reject  >or quality items
Previews old films tu evaluate phys.-al condition

Analyzes produced wvisuals to evaluate qr.ahty

Previews presentation to evaiuate presentation

Listens 10 tape to evaluate suund quality

Analyzes present curriculum neeaus to reject irrelevant items
Analyzes future currnicuium eeds to reject irrelevan! irems
Compares with teachers’ needs to reject irrelevant items
Combines factors to eliminate gbwvious rejects

Desirins evaluation forms to evaluate effectiveness of course
Analyzes program to assess logical development
Evaluates sitdes and tape to improve quality of matenal
Evaluates take to accept or reject hlm

Observes run-through to suggest improvements 1n ilm
Views matenal to do initial screening

Operates movie projector to preview ilm

Piays back videotape (¢ check quality of recording

Piiot tests matenals to evaluate effectiveness of maternals
Teaches course to evaluate effectiveness of matenals
Observes student behav:0r 1o evaluate presentation
erfectiveness

Ar.alyres question answers to evaluate presentation
ctfectiveness

ASSESSMENT OF TECHNIQUES
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Discusses with student to evaluaie combined activities
Discusses with student to evaluate sugges:~d activities

Evaluates piot performance to evaluate program effectiveness

Designs pre- and post-:ests to evaluate effectiveness of
program
Evaluates draft progran. . 'n assess methodology used

SUPPORT-SUPPLY QUTCOMES.

UTILIZATION OUTCOMES.

UTILIZATION-DISSEMINATICN OUTCOMES.

DISTRIBUTION OF INFORMATION
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Mais copy of wo. < order to inform instructor

Sorts incoming matl to distribute :n boxes

Circulates flyers to inform staff of new products

Lists operating flaws in equipmert to inform repair technician
Writes notifications to inform teacher of film arnval
Distr-butes information to get information to employees
lrarsmits report 1o disseminate research findings
Coliates project literature to give materais 1o visitor
Writes notice to publicize demenstration

Comoiles list of recommended equipment to inform staff
Lists recoramended equipment per unit 16 Inform staff

74

SO0 ) DO Omh b

W W

Lists recommended manufacturers to inform staff

Writes instructions to inform production units

Wntes rnemos to staff to inform on progress of course

Wiites report to management o inform on progress of course
Assesses cost benefits of training to 1nform management
Translates technical ianguage to describe project to
management/customer

Writes ;eport on project to present Jrogress to management/
customer

Edits report on project to dissem:nate findings

Deveiops new procedures to route nformation

Writes repornts to disserminate findings

Conducts briefings to inform on progress of course

Wiites summary of data to report to supervisor

Distnbutes messages received to inform staff

Sends notification to requestor to :nform of date scheduled
Sends reactions to producers to inform producers

Sends suggestions to director to inform director of neecs
Circulates information to inform staff of matenals and
equipment

DISCUSSION {TWO-WAY INTERACTION)
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Uses telephone to answer service questions
Converses with supervisor to discuss repair

Discusses with chient group to answer qu<- 110ns regarding
evaluation

Discusses micro teachin.; principles to prepare teacher for
taping

Discusses with stude: s to clanfy issues

Discusses with visitor 10 answer questions

Listens to visitors/student/teacher discussion to provide help |f
needed

Discusses with visitor to summarnze activities

Discusses with students to clanfy media principles

D:scusses with student to exolain duter- - activities

Cnuigues videotape with teacher * .eaching behavior
Observes teacher teaching to identiy cnanges inbehavior
Conducts seminar to encourage discussion

TEACHING (FORMAI INTERACTION])
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Designs conference to inform management of changes

Gives instructions to students to onent them (o pilor test
Discusses with students to clanfy elements of composition
Dscusses with students to cianfy lenses/setting decisions
Supervises use of camera to provide experience in photography
Discusses pictures to clanfy principles of compesition/setiting
Discusses with teacher 10 suggest behavior improvements
Speaks to management and customer to present departmental
progress

Supervises training conferences to teach new teacher
behaviors

Operates shide projector to make presentation on project
Gives directions 10 students 10 assist in equipment operation
Gives lectures 10 inform students

Teaches over CCTV to instruct in media production

Adwvises students to assist in making media presentat:on
Acvises students to assist 1n multi-media presentation<
Administers pre- and post-tests to reinforce teaching
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Shows how to replace bulbs to inform aides

Explains operation of equipment to inform instructor

Teaches preventive maintenance to inform repairmen

Shows how 10 operate dictaphone to instruct students
Demonstrates equipment operation 1o train student workers
Describes microteaching to inform student teachers

Explains tasks to be done to train staff

Encourages writing ot objectives to teach thru active learning
Encourages wnting of objectives and tests to teach thru
active learring

EXPLANATION {INFORMAL INTERACTION)
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Writes date and name on card to inform reguestor

Uses telephone to answer routine questions

Converses with assistants to 2dvise on repairs

Talks with teacher to inform of procedure

Discusses with teacher to explain references sources

Speaks to visitor Of superior to receve request {or information
Calls producers to in*2rm of mistakes in product

Caiis colleagues to inform of staff needs

Calls placement agency to inform of staff neec~

Speaks tc :echnical workers te inform of deauines
Discusses with client groub to create non-threatening
evaluation

Discusses with student 10 explain logistic aspects of learning
ability

Discusses with student to explair unique components of
learning ability

Discusses with student t0 expiain assessment procedures
Discusses ..ith student to explain handling of materials

O
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Discusses with student/parent to explain student progress
Discusses with teacher to explain student behavior not being
met ’ -

Diszusses with teacher to explair teacher behavior causing
problem

Discusses with principal to explain suggestions made to teacher
Discusses with teacher to make further suagestions
Discusses with product planners to inform of educznonal
needs

Speaks to technica! workers to explain PERT chan

Speaks 0 student to explain pcst-test

Speaks to teachet to receive request to consult

Speaks to architects in person to explain facilities needs
Drives visitor to school to show project 1n Operation
Instructs group to explain facihtator role

Instructs group to explain content ‘process difticuines
Advises students to inform on ccurses to take

Discusses with teachers to Inform on maternals and equipment
instructs chient group to explain purposes of evaluation
Instructs client group to explain role of evaiuator

Instructs customer in Il to define problems in process
Instructs customer in !l to define changed concepts of
nstruction

instructs customer in }l 1o define effects on curniculurm
Instructs customer in Il to define new role of testing
Instructs visitor to descrnibe lavout of classroom

Serves on committees to disseminate information on med:a
instructs teacher to suggest alternative behawviors

Instructs supervisor to explain use of matenai

Adwvises teachers to inform of matenals available

Acdwvises on film making techniques to inform staff



